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Is your office as pleasant 


GOOD metal business 
furniture is a 
GOOD investment 


©GF Co. 1953 


MODE-MAKER DESKS - GOODFORM ALUMINUM CHAIRS + METAL FILING EQUIPMENT + GF STEEL SHELVING 


(Circle 176 for more information) 





F YOU ARE an average business- 
I man, you probably spend as much 
or more of your working hours in 
your office as in your home. Many 
such men live in beautiful homes, 
drive fine cars, and yet earn their 
living in dingy, drab offices. 


For less than the price of a good 
automobile, you can have a beauti- 
fully furnished and decorated office 
that will be a pleasure to work in and 
a source of pride to you for years 
to come. 


Such an office not only creates at- 
tractive working surroundings, but 
it favorably impresses clients and 
customers. They often judge a busi- 
ness solely on the impression they 
get from its offices. 


This is customer prestige, an intan- 
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as your home ? 


gible, but an important factor in the 
success of any business. 


Goodform aluminum chairs, individ- 
ually adjusted, Super-Filer, the mech- 
anized file, and Mode-Maker desks 
frequently pay for themselves in 
added customer and public prestige 
alone. Beyond that they pay further 
dividends to the user in better morale 
and greater efficiency resulting from 
pleasant working surroundings, and 
the use of good office tools. 


You can hardly hope to do today’s 
job with yesterday's tools if you ex- 
pect to be in business tomorrow. 


Call your local GF distributor or 
write The General Fireproofing Com- 
pany, Dept.M-17, Youngstown 1, 
Ohio,and find out how GF metal 
business furniture will prove to be 
a good investment for you. 
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GENERAL FIREPROOFING 


Foremost in Metal Business Furniture 





ls “eleemosynary” the word 


for you? 


“Eleemosynary” is a big word which means 
eivinge something away for nothing. 

Not many businessmen would be willing to 
admit to such a description of themselves. And 
vet, the description seems to fit. 

Pake profits, Most businessmen operate un 
der the theory that whatever is left after all cur- 
rent expenses are paid, is the profit. That’s not 
realistic. Actually, profit is the first cost of pro 
duction, 

Here’s what we mean. Money has a measur- 
able market value. It can be “rented.” When 
people invest their money in a business, they can 
expect a fair “rent” for its use. Unless yours 1s 
a non-profit business, it operates to generate this 
“rent.” 

You can make a profit by saving money as well 
as by earning it. For the most part, that’s what 
Management METHODS is dedicated to help you 
accomplish. “That’s why we suggest that you 
take immediate action when you pick up a good 
idea from its pages. We've made it easy: 

1. Use the handy Reader Service Card (postage 
paid), bound into every issue of Management 
METHODs, for more information, 01 ; 

2. Phone your local specialist in business equip- 
ment immediately, and ask him to show you the 
tools that can convert Management METHODS’ 


ideas into money-saving systems. 











WANT TO ORDER 


MANAGEMENT METHODS Magazine 
FOR OTHER MEN IN YOUR COMPANY? 
USE THE POSTPAID REPLY CARD BOUND 
IN THIS ISSUE. 
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in “paperwork” costs. 


For instance: Standard’s FORMS ~ 


Burster-Imprinter can sign, _ 


date, imprint, and detach more 
thon 200 sepetnte weenie: 





standard Register 


BUSINESS FORMS 








Mechanization can lower your finished record 
costs . . . WHEN forms continuously feed, align 
and register accurately on business machines. 
Kant-Slip® forms, with the pinfeed platen, do. 


Standard’s top quality forms and devices 
simplify the writing process. That makes a 
big difference in paperwork costs. 


So does Standard’s service. Skilled form design 
takes more ‘‘work'’ out of paperwork, makes forms 
most efficient as instruments of operating your 
business. Searching System Analysis is the basis 
of all the improvements our Representative proposes. 


Mechanical service, too, is always available. 


Phone our office in your city. Or write The Standard 
Register Company, 103 Campbell St., Dayton 1, Ohio. 





§ Paperwork Simplification 


a 


(Circle 154 for more information) 





"I think...’ 


PROS AND CONS 
TO THE EDITOR 


Letter press Us. offset 


Dear Mr. Editor: 

Your article titled “Always Ready to 
Go to Press” in the March issue of Man- 
agement METHODS is very misleading. 

Although Flexoprint Cards and _ offset 
lithography are economical in some few 
cases, the combination is certainly not 
adaptable to the trade in the broad sense 
of your article. 

Your paragraph regarding the time 
consumed, and bother of proof reading 
is certainly untrue if you are dealing with 
the proper printer. You have forgotten 
to mention the cost of an entire new press 
plate when only one slight change is made. 
It is hard to understand your lack of ap- 
preciation in the difference of the quality 
of slug composition compared to Flexo- 
print Cards and typewriter composition. 

R. A. KRAMER 
A. H. Pugh Printing Co. 
Cincinnati, Ohio 


Editors Note: Even the strongest propon- 
ents of the Flexoprint method do not 
claim it can replace letter-press printing 
on all types of parts lists, price lists, direc- 
tories and indexes. It is a method which 
results in great economies of time and 
money when applied to the types of pub- 
lications it is designed to handle, so that 
is why we brought it to the attention of 
our readers. 

Many case histories substantiate’ the 
savings made possible by Flexoprint. On 
an internal telephone book, for example, 
one company had been paying $695.56 for 
each quarterly issue. With Flexoprint and 
offset lithography the cost for the first 
issue dropped to $590.74 including the 
cost of typewriter composition, all neces- 
sary Flexoprint equipment, supplies and 
the attachment to the typewriter. Sub- 
sequent issues are completely produced, 
including typewriter composition at an 
average of $322.50 per issue. 

While the quality of typewritten com- 
position cannot now be said to equal the 
quality of the best letterpress printing, it is 
close enough for practical purposes. 

The manufacturers state that Flexoprint 
does not suit all printing applications nor 
even all lists. The only way a publisher 
can determine whether this process will 
save him time and money is by actual com- 
parison with his present method. 
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-- you will decrease your 


Inventory 
C Osis win 


VARY Tasteelae. 


Qslrero,, 


A Department of Commerce analysis 
found the average annual cost of in- 
ventory maintenance to be 15% of inventory value. 
Operating with smaller but adequate inventories that 
give a high rate of turnover, decreases inventory invest- 
ments and reduces inventory costs. A V/SIrecord inven- 
tory system will not only enable you to operate in this 
manner, but will also reduce the cost of carrying such 
inventories. V/SIrecord is scientifically designed for your 
business. Ordering and reordering points are instantly 
determined for each stock item to assure minimum oper- 
ating costs. V/SIrecord gives you the most strict super- 
vision of inventory possible, preventing overstocking, 
understocking and duplication of orders. Records of 
















purchases, receipts, disbursements and balance on hand 
are always instantly visible and available. 


VISIrecord’s labor-saving features alone are unique in 
the record-keeping industry. From a sitting position, one 
operator has access to any record from among as many 
as 50,000 in a matter of seconds. The operator can check 
up to 12,000 records within one hour, without removing 
a single card from the file. As a result, all inquiries about 
stocks are answered instantly. In more than 50% of in- 
stallations of this type, V/SIrecord has paid for itself in 
clerical savings alone, in less than one year. The various 
inventory records shown here are the proven solutions 
to many inventory problems. 





(Circle 147 for more information) 
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Two Card Inventory System 


The first card is the ‘material due and. disburse- 
ment record’ with monthly accumulation of usage 
— columns. 

The second card is a “history of usage and pur- 
chases of materials.’’ This form eliminates writing 
of requisitions, errors in specifications, and the 
necessity of maintaining a separate commodity 
history record in purchasing. Use of this record 
as a traveling" requisition permits each executive 
approving purchases to evaluate intelligently such 
procurement in o few seconds. 
























PARTIAL LIST 
OF USERS 


Marshall Field 

Corning Glass 

rat Pon & ach 
orthington Pum achinery 

U. S. Rubber ¢ 

Motorola—Detroit Company 

Ford Motor 

Timken Detroit Axel 

International Harvester 

American Brass 

American Machine & Foundry 

Joseph Schlitz Brewing 

Western Electric 

Ozalid Div—General Aniline & Film 

General Electric 

Sylvania Electric 

The Alemite Co. 

Eastman-Kodak 

Oldsmobile—General Motors 

U, S. Steel—Fairless Works 

Gulf Oil 

Eclipse Pioneer viv.—Bendix 

Chevrolet-—General Motors 

Continental Can 

Monroe Calculating 





In conjunction with I.B.M. transfer posting, post- 

ing speeds of up to 4,000 items per day are quite 

common with V/S/record. Reproductions from the 

tabulated master directly to the V/S/record card ({fe- 220 oe 2 Lo—— 
give management complete accurate history record i. I" 
of the movement of an item, and the current status | 
of the item. In addition to the saving of hours of 
machine time, enabling highest posting production, 
VISIrecord affords a quick easy method for the 
operator to check on every record, as any record 
in a V/SIrecord unit can be located at a glance. MRC ROSS US 


In Canada, ViSirecord of Canada, Ltd., 
266 King Street, West Toronto 1, Ontario. 


KleleR/ Age -Vilitirel| 
Return on 
VWAbYiasael ae! 


Investment at 


















































Using ViSirecord cards and equipment 

DUREZ PLASTICS has reduced the number of employees 
atte oe in the stock control department from 46 

‘ to 33. All this in spite of an expansion 

of $50,000,000 a year in sales volume. 


Durez Plastics & Chemicals, Inc., North Ton- 

awanda, N. Y., has an inventory valued at 

$400,000. Closer control, made possible by 

ViSlrecord, has held inventory costs to the 

same investment required three years be- 

fore, although the number of items stocked Savings of 13 
has more than doubled. The saving of su- 

pervisor’s time, plus the elimination of the Ny fold am Kelibige) | 
need of one stock clerk, makes for an esti- 

mated 300% direct annual return on the . . Clerks at YORK 


ViSlrecord investment. fae}-1-te) PT bile). 


(Circle 147 for more information) 
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stax tips § 


Don't underestimate 
the value of 


your estate 





THE AUTHOR: N. R. Caine, who 
handles this “Tax Tips” column 
in Management METHODS, is also 
the editor of a widely syndicated 
column “Tax Pointers” which 
runs in newspapers throughout 
the United States. He is the 
author of several books on in- 
come tax and war contracts, and 
holds a C.P.A. certificate in New 
York, New Jersey, Pennsylvania 
and California. A member of 
the American Institute of Ac- 
countants, Mr. Caine is a senior 
partner in the accounting firm 
bearing his name. 

















Editor's Note: Chances are you don't 
consider yourself a "wealthy" man. But 
the tax collector might! A tally sheet of 
all your assets—life insurance, home and 
furnishings, securities, any equity you 
may have in your eg Pigg sur- 
prise you. With this in mind, Mr. Caine’s 
recommendations are offered. 


An individual’s last will and testament 
is impressed with implications that are 
not shared by any other document that he 
may sign during his lifetime. It is through 
it that a man orders the distribution of 
the wealth that he has accumulated over a 
lifetime of work and endeavor through 
his business and investment activities. In 
this sense, its preparation represents the 
topmost pinnacle of a man’s investment 
and business careers. 

No one should set about the important 
job of preparing his will without first arm- 
ing himself with a working knowledge 
of three critical aspects of estate and 
property planning. These may be desc ribed 
briefly as follows: 

1. The fact that various taxes and other 

charges will be asserted against his 
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Count yourself lucky... 


Lucky, indeed, if you have one of others—at speeds ranging up to 1000 
these small but mighty machines to do __ pieces a minute, at least 5 times faster 
any or all of the counting jobs that are than hand counting. With optional 
vital to nearly every successful business. equipment, itcan also date, code, cancel, 

The Tickometer is mighty fast, wholly endorse or do other marking or imprint- 
accurate, highly economical. It counts ing. Shows whole or partial counts on 
a wide range of paper forms—checks, visible registers. Easy for any one to run 
coupons, tags, tickets, transfers, among without special training. 

If there are any recurring counting 
tasks in any of your departments, let a 
PB Tickometer do them and eliminate 
slow, expensive hand-counting. 

No capital investment required. The 
Tickometer isrented—notsold. Serviced 
from 199 PB branch offices and other 
service points. For demonstration, or 
more information, call the Pitney-Bowes 
office nearest you, or tear off and mail 
the coupon for free illustrated booklet. 





(je Oe eee eeeeeenweeeseessecesneesenane 
PITNEY-BOWES, Inc. 
4566 Pacific St., Stamford, Conn. 


~ 
= PITNEY-BOWES 
Send the free Tickometer booklet to: 


Tickometer  -... 


©) 


| 
’ Counting & Imprinting Machine 


... Offices in 93 cities in U.S. and Canada. 


Address... 





(Circle 162 for more informaticn) 
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property at his death. The exact total of 
these should be ascertained before any 
work on the will is begun. 
2. A foreknowledge of the difficult 
technical and costly distribution and 
administrative procedures through which 
his property and business interests must 
pass at his death. 
3. A full appreciation of the dangers 
to which he will subject his property 
and business interests, as well as_ his 
beneficiaries, if he leaves the unfettered 
disposition and control of large sums of 
money, property and business enter- 
prises to persons who lack the back- 
ground and experience which are es- 
sential to the successful management of 
investments and the profitable continua- 
tion of going commercial activities. 

These three factors constitute a_ well 
nigh perfect check-list for the analysis of 
any will. If the will under consideration 
fails in any respect to give the fullest 
possible weight to any one or more of these 
three basic factors, it must automatically 
be condemned as inadequate, and tabled 
for immediate revision. 

Every individual of means should next 
understand that his estate will generally 
be subjected to tax not only at his death, 
but on every successive occasion that it 
exchanges hands by reason of death. The 
crippling losses which the inroads of suc- 
ceeding tax levies may inflict upon an 
estate in a comparatively few years can be 
largely averted through the employment 
of a properly designed trust arrangement 
in his property distributions. 

As an illustration of the manner in 
which the simplest of all trust arangements 
may be employed to eliminate unnecessary 
levies of the estate tax and other death 
charges, let us envisage the following facts: 

Mr. Jones, a widower, has prepared a 
will in which he has directed that all his 
property be distributed to his daughter 

at his death. He was motivated by a 

two-fold purpose in making this direc- 

tion: (1) To make his property available 
to his daughter during her lifetime; and 

(2) The expectation that she will leave 

the property to her children at her 

death. 

It Mr. Jones uses a trust of the following 
pattern to accomplish these purposes, he 
will write substantial tax savings into his 
property plans. 

1. Mr. Jones would first direct that all 

his property be placed in a trust at his 

death. 

2. He would further direct that the in- 

come from the trust property be paid to 

his daughter for life, and at her death, 
that the trust property be distributed in 





equal shares to his grandchildren. 

This trust would create the following 
approximate savings (upon the death of 
the daughter) for Mr. Jones’ grandchildren. 


If Mr. Jones Approximate 


is worth Savings 
$ 100,000 $ 8,908 
200,000 27,938 
500,000 94,480 
1,000,000 205,934 


The impression of these savings upon 
his property are not the only benefits that 
will flow from Mr. Jones’ use of the trust. 
He gains the added advantage of the bene- 
fits of uninterrupted, efficient management 
of his property and business interests after 
his death. For example,—the properly con- 
structed trust can carry on the conduct of 
a proprietary enterprise; it can be a 
partner in a commercial firm; it can vote 
aud administer stock holdings in a corpora- 
tion. In all of these forms of business enter- 
prise, the trust arrangement substitutes the 
acumen and ability of an experienced 
trustee of Mr. Jones’ own choice for the 
business novice who would ordinarily 
succeed to Mr. Jones’ interests. 

No matter how desirable the tax savings or 
management benefits are, many far-seeing 
people may nevertheless object to the trust 
arrangement because it leaves no discretion 
to Mr. Jones’ daughter as to the propor- 
tions in which the property should be dis- 
tributed to her children at her death. 
These critics may demand a more flexible 
arrangement—one that would give to Mr. 
Jones’ daughter the power to adapt to the 
unpredictable future. For example, under 
proper safeguards, Mr. Jones’ daughter may 
have the right to direct the distribution of 
the property to her children in the propor- 
tions that she feels will best serve their 
interests at the future date of her death. 
Furthermore, the trust property may be 
invaded to meet future exigencies. The 
trust plan can be adopted to such alterna- 
tive arrangements as an annuity for the 
income beneficiary or management of the 
trust property by an income beneficiary. 
The well designed trust plan can provide 
flexible property arrangements which are 
best adapted to Mr. Jones’ family and 
property problems without jeopardizing 
the tax savings of the trust. 

These two-fold benefits should make 
consideration of the adaptation of a prop- 
erly designed trust arrangement a “must” 
for every individual of means. 

A will or trust instrument is a_ highly 
technical legal document that should not 
be prepared without the assistance of an 
attorney. It is only through his help that 
the individual can be assured of obtaining 
these objectives that he seeks through his 
property arrangements. m/m 
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FOR MANAGEMENT | 


THE AUTHOR: Leslie 
M. Slote, Assistant 
to the President, 
Ketay Manufacturing 
Corp., handles this 





regular feature every 
month. The author 





functions at staff and 
operating levels on matters of admin- 
istration, production, personnel, labor 
relations and management control. 
Readers are invited to submit “symp- 
toms” from their own experience for 


Mr. Slote to “diagnose.” 


A controller writes: “We are get- 
ting bitter complaints from our shop 
floor. Foremen claim that they are 
overloaded with paper work, and 
can’t devote sufficient time to get- 
ting production out. While we under- 
stand and sympathize with their 
problem, various departments need 
the factual information furnished by 
the foremen through report forms 
and records.” 


This is a common enough complaint, 
and finds the foreman caught in the 
squeeze of getting production out and 
doing required paper work. Although 
production is his foremost problem, the 
foreman is also concerned with such 
typical routine tasks as keeping daily 
production and spoilage records for in- 
dividual operators, requisitioning tools 
and replacement materials, issuing de- 
fective-work reports, scrap and salvage 
reports, and material transfers, main- 
taining control over blueprints and en- 
gineering change orders, controlling 
the local issuance and return of special 
gages, tools, and fixtures, approving 
clock cards and keeping personnel rec- 
ords covering lateness, absenteeism, 
classification, work load assignments, 
and filling out merit rating and change 
of status forms. 


(Next Page Please) 
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(ADVERTISEMENT) 


“Let's. talk 


LOOMS sa. 





Designing and manufac- 
turing forms is not a static 
industry. New methods 
and short cuts are con- 
stantly being worked out 
to shorten systems and 
improve the constructions 
built for them. So it pays 
off, in economy and results, to keep abreast of changes. 
The Moore Business Forms people can be called in to 
help design the form that exactly fits your need. Here 
are two cases that brought big improvement. 


ORDER-SHIPPING-IN VOICE 


Hardware and Machinery Distributor 





4-part Speediset featuring Moore 


Whiteprint Duplicating Master written by salesman 


The Problem: 

6500 orders a month covering 35,000 different items kept 
18 salesmen busy. Tiresome writing and rewriting to copy 
information slowed processing. Paperwork, hopelessly be- 
hind, held up shipments. Errors on invoices called for 
embarrassing explanations. Adding green clerks increased 
confusion and, with more business, made matters worse. 
The result: high overhead and grumbling customers. 


The System: 

4-PART SPEEDISET: Part #2 is given to customer as Ac- 
knowledgment. Part #1, Whiteprint Master copy written 
by salesman, has prices added, then is used on a Bruning 
Copyflex Duplicating machine to duplicate invoices for 
customer, salesman and office. Parts #1, #3, #4 circulate 
as a set through Credit Approval, Audit, Scheduling, In- 
ventory Control and Warehouse, to fill order. Part #3 is 
Packing List with 2 labels accompanying shipment. Part 
#4 is Delivery Receipt handled by truckman. 





Savings and Gains: With only 1 writing, orders reach 
warehouse inside an hour. The 2-to-3-week billing lag 
has been corrected. Invoices reach customers before ship- 
ments. Errors and misunderstandings are prevented. 
Other benefits—centralized routine, smooth operation, bet- 
ter control, lower operating costs. Improved customer 
and employee relations. 


PRODUCTION ORDER-INVOICE 


Envelope Manufacturer 





Former System: 

A complicated office system took 5 to 6 separate writings 
to control various steps from receipt of order through 
shipping and invoicing. Control was loose. The system 
lagged and results were bad. 


New System: 

II-PART SPEEDISET: Invoice Section (Parts #1, #2, #3) 
is put in Order Pending File. Part #5 is Acknowledg- 
ment sent to customer. The remaining 7 parts are Pro- 
duction and Shipping Orders sent to factory (#4 Produc- 
tion; #6 Cutting and #7 Duplicate; #8 Folding and #9 
Duplicate; #10 Printing; #11 Shipping). Copy of Ship- 
ping Order is returned to Billing and matched with 
pre-written Invoice Section. This is extended, separated 
and distributed to customer, sales department and 
accounting. 





Savings and Gains: One original writing takes the place 
of many. Special blockouts designed into copies prevent 
errors and speed up writing. One girl handles the entire 
billing system. Under the old system—with business in- 
creased as it has—two would have been necessary. 


With business costs more 
crucial than ever, it is worth 
finding every short-cut to 
efficiency and economy. It 
pays to call in somebody like 
the Moore man. He has an 
“objective” viewpoint and 
plenty of practical knowl- 
edge. Meanwhile the Moore 
people will send you—merely for the asking—interesting 
samples of forms improvements in your industry. Write 
on the card the operations that interest you most. 





(Circle 138 for more information) 
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@B G-E Work Center Plan applies science to water-cooler placement! 





ee 


A: TYPICAL INEFFICIENT LAYOUT 








WATER COOLERS 








HOW MUCH CAN YOU ! 
SAVE YOUR EMPLOYER 
with G-E Water Coolers and 


the G-E Work Center Plan? 


NAME 


COMPANY 


ADDRESS 


CITY 


ee ew ee 


co 
Free study shows you—in black and white! Also provides valuable, | * [| 
é 


pot cocoon - - - - - - - - - - - - - - 


General Electric Company, Dept. MM-2 hz 
Air Conditioning Division, Bloomfield, New Jersey ae 


Please send me the complete guide to efficient 
water-cooler placement. 





Bh 


B: WITH G-E WORK CENTER PLAN APPLIED 


RULE OUT COSTLY PLANNING ERRORS! The first scientific study 
of water-cooler layout, made by General Electric last year, 
reveals costly misconceptions that creep into water-cooler 
placement in offices and plants. For example, it is often false 
economy to use one large cooler instead of two smaller ones! 


TYPICAL LAYOUT OFTEN PROVES EXPENSIVE. Layout “A” requires 
the average worker to travel 130 feet to the nearest cooler. 
Figuring four round trips a day, 240 days a year, and 300 feet 
per minute walking-time, this means that each employee 
walks 47 miles a year that account for about 14 hours of lost 
time and, at $1.50 per hour average, nearly $21.00 worth of 
work the employer pays for but doesn’t get. 


MONEY-SAVING “WORK CENTER PLAN.” In layout “B,” the aver- 
age distance to the cooler is 60 feet, comparable traveling 
time about 612 hours, so you save 742 hours, or $11.25 per 
employee. Multiply by 60 (number of employees) and the 
employer saves $675 a year—more than enough to pay for 
the added G-E Water Coolers before the first year is out. In 
five years, he saves a total of $3,375! And his investment is 
safeguarded for a full five years by G.E.’s generous Five-Year 
Protection Plan. 


easy-to-use planning tools. Send in the couzon today. No obligation! 





COUNTY STATE 


sein cium ak leap epg ces "das mess Yes Ga 
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Relieving Paper Work Pressure 


A sizeable portion of the paper work 
problem, in a case similar to the one 
described above, was quickly solved by 
providing the first-line supervisor with 
staff support in the form ol clerical 
help—a girl to gather and collate data, 
post, maintain, and check records, 
write reports, requisitions, and memos, 
and follow up and control various 
other paper work functions. 

The specifications for this category 
of clerical job omitted any require- 
ments of experience in typing and 
shorthand. These clerks were recruited 
from the factory, or were applicants for 
factory jobs, and were selected through 
screening by means of the Minnesota 
clerical test. An acceptable — score 
(based upon previous personnel test- 
ing experience) was highly predictive of 
success. “The only other requirements 
were a neat, legible handwriting, and 
the desire to do clerical work. 

\fter a quick training period, they 
perform two major functions: (1) re- 
lieve the foreman of his paper work 
burden by taking over his clerical 
duties; (2) strengthen the chain of com- 
munication at the lowest echelon of the 
line supervisory organization, through 
accurate and complete reporting. 

Although the hourly starting rates 
for a clerk may be only slightly higher 
than the factory minimum, the job car- 
ries considerable prestige and dignity, 
and there is strong motivation to suc- 
ceed and advance. These girls, who 
dress in work shirt and slacks, are as 
much a secretary (and as valuable a 
staff assistant) as the experienced and 
smartly dressed secretary ensconced in 
the plush front office. 

The next logical step after relieving 
the foreman of his burden of paper 
work, was to overhaul factory paper 
work systems and procedures, and their 
related forms. For example, the re- 
porting of defective work had formerly 
been accomplished on several different 
forms, each one designed and issued by 
the individual department requesting 
a particular phase of the information 
it was interested in. After revision, 
one all-inclusive, multi-copy “defective 
work” form sufliced for all departments 
and purposes. 

Foremen relieved of paper work bur- 
den, can once more exercise supervision 
and control over production. m/m 
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COVER STORY 


Editor's Note: Several months ago, 
Management METHODS began to re- 
search case history evidence showing the 
relationship between employee produc- 
tivity and employee vision. We originally 
intended to report the need for an "eye 
test'’ as a screening tool in hiring workers 
for both the plant and the office. As our 
study progressed, it became _—— 
evident that the subject had muc 
broader implications. 

Consider these facts: 1) 40% of all 
workers lack the proper vision for the 
jobs they are doing; 2) 66% of all work- 
ers rated "below average” in efficiency 
by their supervisors have inadequate 
vision; 3) and — most important — 90%, 
of all workers with below-standard eyes 
can be brought up to "par" by their em- 
ployers through the expenditure of a few 
dollars per employee. 

We believe the following report to 
Management on Occupational Vision 
Programs may well be the most reward- 
ing profit-producer we have brought our 
readers to date. 


mee 1) 1950, Motorola, 
Inc., television set manufacturers, were 
disturbed by complaints from distribu- 
tors indicating that defective appli- 
ances were reaching the market. In an 
effort to correct the situation, manage- 
ment instituted a vision testing pro- 
gram in the company’s outgoing in- 
spection department. 

A “vision testing machine” was in- 
stalled. It was found that 30°; of the 
employees in the department could not 
meet the standard of visual skill neces- 
sary for their jobs. 
proved that only 5% 
visual 


Further testing 
, of this group had 
that 
rectable. They were placed in other 


difficulties were not cor- 
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Testing employee vision 


a management opportunity 


jobs and the rest were encouraged to 
obtain correction. 

The cost to the company, incident- 
ally, for this “encouragement”, was 
only $5.00 per employee to help defray 
the cost of glasses. 

Sixty days later, the number of re- 
jects getting past the department de- 
creased by 75%! Since nothing else had 
been done in this department to ac- 
count for the improvement, it was 
proved beyond question that the im- 
provement in vision was directly re- 
sponsible for the results. 


Office Workers Too 

The Motorola experience is not an 
isolated case, as shall be demonstrated. 
Nor is the plant potentially more fruit- 
ful than the office as a subject for 
visual programs. 

Take the case of the R. R. Donnelley 
& Sons, a printing firm in Chicago. In 
a test of 49 proofreaders, selected at 
random, 28 met visual standards, while 
21 did not. It was found that the be- 


low-standard group made 60% more 
errors, while the above-standard group 
produced a_ net productive value 
of $.12 per man per hour more than 
those who failed to meet the minimum. 
In the case of monotype keyboard 
operators, whose work is roughly com- 
parable to business machine operation, 
those who met the minimum visual 
requirements produced $.71 net pro- 
ductive value per hour more than the 
visually substandard operators. This is 
$26.63 more per week per man, or 
$1384.00 more per year per man. 
When Donnelley had completed its 
study of 336 employees (out of over 
2,000) they found the sum total savings 
in terms of spoilage alone (paper, inks, 
man hours, customer satisfaction) came 
to the startling total of $6000. a month! 


White Collar Versus Blue Shirt 

The two reports above are not iso- 
lated cases. The experiences of over a 
hundred firms were scrutinized in this 
study without a single report of failure 


‘ 


on the part of a visual program to 
more than pay for itself. Nor do the 
facts indicate that vision testing should 
be confined only to employees doing 
“close work.” Productivity is made up 
of a lot of little things. One firm found 
the drop in bodily injury accidents to 
be the most significant factor coming 
out of their program. 

For some reason, however, relatively 
few firms are able to report experience 
with clerical personnel. Some firms 
with spectacular results in the plant 
have failed to realize the value of 
vision testing for oflice workers. Other 
companies who have instituted pro- 
grams in both areas feel that results in 
the office are not measurable. 

When we asked one expert to com- 
ment on this phenomena, he stated: 
“The reason why the published reports 
and studies deal more with other oc- 
cupations is the difficulty of obtaining 
reliable measures of job success on 
clerical those instances 
where such measures have been avail- 
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—but a busy executive often hasn't time for 
"processed" letters. Have you? 


ROBOTYPER mass produces truly personal 
letters for less than 3¢ per letter—automatic- 
ally, perfectly, individually, at a speed of i35 
words per minute. One girl, without special 
skill, operates one to four Robotypers, turning 
out 150 to 800 letters per day ... every letter 
with individually typed names, figures, and per- 
sonal fill-ins. It is impossible to distinguish a 
Robotyped-letter from any other personal letter. 





E5tltdd BUSINESS 


Get the complete facts and see how ROBO- 
TYPER can save money .. . and make money 


for your business. Send the coupon today. 
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able, the results have been just as 
convincing as those from other occupa- 
tions. The percentage of clerical work- 
ers failing to meet the desirable 
standards of vision is almost identical 


with the workers in the plant.” 


What is Sub-Standard Vision? 
The old 


care Was 


criterion for seeking eye 
self-diagnosis 
dividual. If he had 


difficulty 


by the in 
headaches, had 
reading the phonebook, o1 
found his vision blurred, he knew there 
was something wrong. These symptoms 
all are important. But now that instru 
ments for testing visual performance 
are available, an additional factor has 
been provided—namely, does the in- 
dividual possess the visual performance 
that is found to be desirable for safe 
and efhcient performance? Comfortable 
vision is not a good measure. It is sur- 
prising to note the large number of 
employees who have never experienced 
obvious symptoms of poor sight but 


who are found to have perilously low 
vision when they are scientifically 
tested. 

This fact, plus the knowledge that 
90° of below-standard cases can be in- 
expensively corrected, is what makes 
vision testing programs so fruitful. Un- 
like such factors as basic intelligence 
and diligence, vision can be improved 


if the employer wants to improve it. 


How to Set Up a Vision Program 

Here’s a typical case of how a textile 
mill set up an occupational vision pro- 
gram for its employees. 

The Personnel Manager was put in 
charge of the project. A vision testing 
machine was acquired. Since the ma- 
chine is not a clinical instrument for 
eye examination but an instrument 
used solely to measure visual perform- 
ance, a layman was trained to operate 
it. Employees were asked to present 
themselves for examination according 
to a schedule posted on the bulletin 





board. Examination was not made com- 
pulsory, and the people were told that 
no one would be discharged if his eye- 
sight was found to be below standard. 

At the rate of about one employee 
every ten minutes, the machine enabled 
the company to measure twelve aspects 
of visual performance. As each em- 
ployee was tested, his score was entered 
on a record form that made it possible 
for the company to develop his ‘‘visual 
profile’. 

The next step was to arrive at a 
standard for determining the visual re- 
quirements of the various jobs in the 
company’s plant. In each job classifica- 
tion, the performance of an outstand- 
ing group of workers, based on such 
considerations as accident and absentee 
records, plus incentive wages and fore- 
man’s opinions, was used. This told the 
company how well a man should be 
able to see to do a job efficiently. 

Next, the total results were analyzed 
and divided into two reports. The first 
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FIVE MONTHS AFTER EYECARE 
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report listed the people whose visual 


performance was slightly below aver- 
age. The other listed those whose 
vision, in terms of the jobs they were 
doing, was clinically sub-standard. It 
was found that 45°, of the workers had 
vision that was slightly substandard. 
They were referred to eye doctors. ‘The 
few “hopeless” cases were transferred 
to other types of work. 


How Much Does it Cost? 

The cost for installing a vision pro- 
gram varies according to the number of 
employees, of course. A second factor 
is the extent to which the company is 
willing to go in helping the employee 
to have substandard vision corrected. 
Figures from the wide variety of dif- 
ferent firms indicate that per employee 
cost, including time away from the job, 
salaries of personnel administering the 
program, and other items, will vary 
from $.07 per employee per year up to 
more than $1.00 per employee per year. 
One of the best machines for testing 
can be purchased for $475.00 per in- 
strument. A modified “machine” can 
be had for $250.00. Other items, such 
as record cards and paper accessories, 
are negligible in cost. 

In the matter of helping the em- 
ployee correct poor vision, company 
practices vary widely. Motorola, men- 
tioned above, adopted the idea of 
allowing the employees $5.00 toward 
the cost of glasses or examination. 
Other firms instruct the employee to 
go to a doctor of his own choosing. The 
company then lays out the entire cost 
of professional services and glasses, and 
makes arrangements with the employee 
for a payroll deduction to amortize the 
debt. Still others, pay the whole cost 
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out of pocket. In these cases, the em- 
ployee is often sent to a doctor or doc- 
tors chosen by the company. 


Productivity is Many Things 

It is almost impossible to compute 
the total value of a vision program. In- 
creases in production rate are only a 
partial yardstick. Briefly, here are some 
of the other advantages that accrue to 
the employer: 

Less waste: The Diamond Chain 
Company reports: “During the first 
eight months of 1948, we had 20,000 
pounds less scrap than during the first 
eight months of 1947, representing an 
improvement of 11 percent. This was 
accomplished in spite of the fact that 
there was a substantial increase in pro- 
duction during the 1948 period.” 

Fewer accidents: A large Rochester 
manufacturer made a study of accident- 
prone employees. It was found that 
81° of those who had repeated ac- 
cidents had substandard vision. Among 
“accident-free” employees, it was found 
that only 29°% had substandard eye- 
sight. In another plant, after testing 
sight of workers, the per capita com- 
pensation cost dropped from $2.00 per 
employee on eye injuries to only $.38 
per employee. 

Reduced absenteeism: Magnet Mills, 
Inc., manufacturers of women’s hosiery, 
report 24° less absenteeism among 
those meeting job visual standards as 
compared with those with substandard 
vision. A large rug company reports: 
“Absenteeism has decreased by approxi- 
mately one-third and, in 20 individual 
cases where absenteeism was due to 
headaches, fatigue and nervousness, the 
cause is apparently removed since they 
have received visual aid, for they have 
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G/W will PROVE IT? 


YOU CAN'T ADD up all the countless 
drags, the continual sapping, the in- 
visible leaks of your profits caused by 
sub-standard filing systems and equip- 
ment. 


HIDING everywhere!—these losses re- 
sult from misfiling, lost documents, 
delays, ill will, low morale, and 
slowed-up office operations. 


You CAN know the facts by having a 
survey made of your filing set-up— 
system, equipment, and methods—by 
a Globe-Wernicke filing specialist, 
without obligation. 


SAFEGUARD your office operation with 
the one filing system which simplifies 


GET THE FACTS—see your local Globe-Wer- 
nicke dealer listed in classified phone book 
under “Office Equipment.” OR write direct 
to the Globe-Wernicke Co., Dept.5M. 


Engineering Specialists in 
Office Equipment, Systems 
and Visible Records 


filing procedures, which  short-cuts 
filing time and motions, which is 
easy for any grade of operators, and 
which accommodates any size or type 
of office. This is the G/W SAFEGUARD 
FILING SYSTEM and G/W FILING EQUIP- 
MENT. 


THE FIRST VERTICAL filing system, orig- 
inated by Globe-Wernicke, has seen 
70 years of development and im- 
provement. Today it is the popular 
choice in hun- 
dreds of thou- 
sands of suc- 

cessful busi- 
nesses. 
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CONTROL 


... the outstanding achievement in phone dictation! 


The success of a phone dictation system depends 
on whether each dictator has efficient control over 
the recording units . . . whether he can listen 
back to his entire dictation — whether he 

dictates in private, free from interference by other 
dictators—whether he can freely communicate 
with the attendant-transcriber on the same line 
—whether he controls ail the functions of the 
recorder as though it were on his own desk. 


PHONAUDOGRAPH and AUDOGRAPH (individual dictation instrument) 
sales and service in 180 U. S. cities. See your Classified Telephone 
Directory under **Dictating Machines.’’ Canada: Northern Electric Co., Ltd. 
Abroad: Westrex Corp, (Western Electric Co. export affiliate) in 35 
countries. Made by The Gray Manufacturing Company—established 1891— 
originators of the Telephone Pay Station. 


TRADE MARK **AUDOGRAPH'"’ REG. U.S. PAT. OFF. 
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With PhonAudograph, each dictator has this full ,----- - ea enn ana nnene 
A : 1 , 
control. Nothing on the market matches this ! The Gray Manufacturing Company 
achievement of Gray’s electronics engineers, | Hartford 1, Connecticut 
. ! . 
Nothing less can assure you of all the benefits of —! Please send me your Booklet J-5, with complete facts 
phone dictation. To use PhonAudograph he on PhonAudograph telephone dictation. 
to know how great those benefits can be. | NAME 
i 
! 
: FIRM TITLE 
: 
5 a nPRESS CITY 
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been six months without a lost day. 
Accidents have been showing a 10°7 
decrease since the vision program has 
been in effect.” 

Lower turnover: An electrical appli- 
ance manufacturer states that they now 
insist that no new employee be placed 
on any job unless he meets the job 
standard. But sometimes such a hard 
and fast rule is difficult to hold to. Re- 
cently, when the company undertook a 
great hiring program and the labor 
market was a bit tight, the Personnel 
Department objected when employees 
who had outstanding qualifications fon 
certain hard-to-fill jobs were rejected 
because of vision. To satisfy Personnel, 
those in charge of vision testing agreed 
to put on a number of these rejected 
prospective employees as test cases. 

“Out of about 500 examinations, we 
allowed 17 to be employed without suf- 
ficient visual skill. After one month, 
only one of these remained on the pav- 
roll. After that, there were no further 


requests to deviate from our policy 


Pays for Itself 

In a recent study of six companies 
that were able to supply detailed intfor- 
mation on the ratio of cost of operating 
a vision program to savings resulting 
from the program, the following re- 
sults were obtained: 

One company reports $10.00 saved 
for each dollar spent. 

Two companies report $5.00 saved 
for each dollar spent. 

One company reports $4.00 saved 
for each dollar spent. 

Two companies report $1.00 saved 
for each dollar spent. 

Naturally, both costs and savings 
will be influenced by the nature of 
your business and the type and extent 
of work performed. There can be little 
doubt of the ultimate results. 

For complete details on how to set 
up an employee vision testing program 
m your firm, Circle number 118 on the 


Reader Service Card. 


want more 


information 


about keyed editorial and 
advertising material in this issue? 
Circle the key number, or key num 
bers, on the Reader Service Cara 
and fill in your name, address, etc. 
Postage is paid. 
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How to increase your sales 


in small retail outlets 


CHARGE ACCOUNT FINANCING PUTS YOUR DEALERS ON AN EQUAL FOOTING WITH LARGE COMPETITORS 


By William J. Boyle, President 
Charge Account Credit Corporation 
Reckville Center, New York 





Editor's Note: In recent months, a new 
consumer credit plan which permits the 
small dealer to compete with the larger 
outlets has gained wide publicity among 
bankers. Basically, it is a system whereby 
a consumer can charge his purchases in 
a small store that cannot afford charge 
accounts. The storekeeper, in turn, passes 
the credit problem on to his bank, and 
the bank "carries'’ the account. 
Unfortunately, most publicity today 
has been aimed at bankers and retailers. 
In the belief that the plan is of equal 
significance to manufacturers and whole- 
salers, Management METHODS has 
asked Mr. William J. Boyle, the leading 
exponent of the new plan, to explain its 
manufacturer-wholesaler implications. 
[SE 59 .« . etal 
In 1952, a small retail- 
er that I know increased his sales by 
23°, over 1951. He attributes this in- 
crease almost entirely to a “charge ac- 
count credit plan” that was made avail- 
able to him by his local bank. For the 
first time in his years of business ex- 
perience he had been able to compete 
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5 SHOPPING EASY 


s are handled quickly and efficiently 
esent your Old National Credit Card. 


SHOP IN SAFETY 


No danger of losing cash while on a shopping trip. 
The Credit Card is all you need. 


{ wa r 
fn 7 inuv. TO OPEN AN OLD N&TIONAL CHARGE ACCOUNT. 


@ YOU NEED NOT BE AN OLD NATIONAL CUSTOMER TO ENJOY THIS SERVICE 
@ GET YOUR APPLICATION BLANK AT ANY OF THE FOUR OLD NATIONAL OFFICES. 
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Charge Account Credit is being introduced by the following merchants 
(Service will be expanded as rapidly as possible) 
JEFFERS FLOOR COVERING CO. SHOMERS CHILDREN'S SHOP 


611 Main Street 515 Main Stree 
Home of Beovtitul Fleers pete ais Beby te 6 Yrs. 


ADRIAN'S GROVES ~— STORE 
S16 Main Street 12 N. W. Sth St. 


ladies’ Reedy-to-Weer Wetches 3: ol 


BI BLE “a Sons GRUSIN'S THE JOAN SHOP 
60! N. Main Street 23 N. W. 4th Street SIDNEY'S UNIFORM COMPANY 
chard * Nes ‘aol sous Supples Your Friendly Store Lingerie - Hosiery - Sports Weer 145. E. 3rd Street 


pre tl ary wl COMPANY GEORGE L. KELLY CO. 
2327 W. Franklin Street 
Sew end Seve Center of West Side THOMAS JEWELERS 
FRANK G. LUTZ, Inc. 924 Main Street 

9 East Virginia Street Werch Repair 
on Covers, Sport Teps end Avte Trim 


HALLERT'S MEN'S SHOP Complete Line of Uniforms 
200 Main Street 
Men's end Boys’ Weer 


eS WILLIAM E, 10 gaia JEWELER 


TiS N. W. 4th Stree 
7 
Fine Fabrics end Dressmaking Withee Gua Seimei a oll hinds 


Moteriol hee agile hie " 


OEKAYES 


RRINGTON TIR BATTERY THE MAY SPECIALTY SHOP THE TOGGERY 
™ SERVICE si HASTEN FURNACE & SHEET Mighen me 18S. E. 4th Street 
200 Sean? METAL CO. ria ie - Hosiery - Sports Weer 


Mens Custom Clething end Furnishings 
1115 Bartlett Ave. 


Service on ol! mokes of Furneces 


Ditributars fer Suebering Tires ED MOONEY MOTORS, Inc. 
THE DIAMOND EXCHANGE 


4th & Vine Streets 


rw — 


a HENRI & ner aed SALON Your, Nash Deoler 4th Street 
Diemends 708 Main St MORGAN" $ MEN'S WEAR Net ae aaaiad Warches 
GEHLHAUSEN BROTHERS Tr-State's Largest beet Sele STORE, Inc. 

PAINT STORE rae STUDIO 2419 Washington Ave bing ag be Inc. 


218 Mein Street Third Street 


Men's Clothes end Furnishings ue ican Aelia, Heve i 


OLD NATIONAL BANK 


Four Convenient Locations to Serve you 


pees nt Spot ef the Tr-Stote Eat > lists im  Weddi ings end Portraits 





RGE ACCOUNT CREDIT East Side West Side North Side Downtown 











Typical newspaper advertisement published by the bank describing how Charge Account operates 
and listing the stores that offer this service to their customers. 


on equal terms credit-wise with larger 
merchants in his area. 

I have intentionally, omitted his 
name and his type of business, though 
he is quite willing to be quoted. J 
have done this because I believe most 
manufacturers and wholesalers identify 
consumer charge account credit with 
soft-goods lines or appliance selling. 
Actually, the plan has a much broader 
potential. Any retai hardware 
store, a shoe store, a lumber yard, 





plumber—can_ utilize charge account 
financing to increase his sales. 


How the Plan Works 
Before discussing the implications of 
this plan to the manufacturer and 
wholesaler, the basic mechanics of it 
should be explained. In its simplest 
A local bank 


agrees to finance the charge account 


form it works this way. 
sales for retailers in its area. It pro- 
vides each participating retailer with a 
supply of sales tickets, and a decal to 
paste on his window, indicating that he 
provides charge credit. When a cus- 
tomer comes in to make a purchase, he 
is advised that he can “charge it.” He 
is asked to fill out an application for 
credit, and this is passed along to the 
bank for approval. Once the customer 
has been accepted and given an identi- 
fication card, he can purchase from any 
participating merchant on a “charge 
t” basis without reapplying for credit. 
His identification card is his “pass- 
port.” 

The retailer can honor any identifi- 
cation card up to $10.00 without check- 
ing with the bank. On sales over 
$10.00, he must telephone the bank to 
obtain credit approval—just as a sales 
clerk in a large department store clears 
with the Credit Department. 

All credit checking is done by the 
bank. It also handles the retailer's 
billing operation—usually on a cycle 
billing basis, 

The cost of the financing, credit 
checking, and billing to the retailer is 
ad 


5° of his total charge sales. 


Value to the Retailer 

Americans are charge account con- 
scious. In 1951, 19% of all retail 
sales were on a credit basis. More im- 
portant, a study of the operating re- 
sults of department and specialty stores 
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SOMEBODY STEAL YOUR REPLY CARD? 


Has the Reader Service Card in this 


issue of Management METHODS been 


used by somebody else? 


a few hundred readers write us letters 
complaining that the card was missing 


when Management METHODS was passed 


along to them. 


Any time that happens to you, just 
jot down on a piece of paper “I would 
Every month, like more information on the follow- 
ing numbers:” Please be sure to give 
us your name, company’s name, total 
number of employees, address and 


your job title or function. 


Mail to Reader Service Department, Management METHODS Magazine 


141 E. 44th Street, New York 17, N. Y. 








by the Harvard Business School shows 
that 6214% 


>» of all department store 


sales are on a credit basis. “The reason 
for this can best be appreciated when 
one visits a large department store to 
make a purchase. The purchaser will 
find that the sales clerks are trained to 
make every sale a charge sale and if 
the customer does not have a charge ac- 
count, an effort is made to have a 
charge account opened for that cus- 


tomer. Moreover, “on sale’? items ina 





This sign appears in the window of all par- 
ticipating retail outlets indicating that customers 
can ''charge it." 


department store are usually located in 
an out-of-the-way place. The customer 
is obliged to wend his way past coun- 
ters of attractive, well-displayed mer- 
chandise on the chance that his buying 
impulse—supported by the purchasing 
power of his 


charge account—will 


prompt an additional purchase. 


Disadvantage of cash buying 
The _ local 


other hand, is in a far different posi- 


hardware store, on the 


tion. A husband and wife come in to 
buy some paint. The woman sees an 
attractive set of canisters needed to re- 
place the old ones in her kitchen. The 
man sees an array of hand tools, several 
of which he would like to own. But 
they have just come from the grocery 
store and are limited—actually and 
psychologically—in what they are able 
to buy that moment. They content 
themselves with a quart of paint and a 
new paintbrush, pay cash, and walk 
out. 

It is indeed paradoxical that in the 
country that has best perfected adver- 
tising and promotion to increase mass 
buying, the bulk ot the retailers ol 
these pre-sold goods are unable to fully 
profit by the system. (next page, pl 


tease) 
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FIVE BOOKLETS TO HELP $ 


YOUR SALESMEN SELL? 





Send $1.00 with your name and ad- 
dress attached to this ad and mail 
today for this set of handy booklets 
on selling techniques. Only one set 
to a customer. 


| SHIP by J. C. Aspley. Packed with 
helpful suggestions on selling funda- 
' mentals. Over 300,000 copies sold. 


SELL BY GIVING by JAMES T. 
MANGAN. A remarkable philosophy and 
approach to selling which simply can- 
not fail. Over 200,000 copies sold. 


THE KNACK OF SELLING YOUR- 
SELF by James T. MANGAN. Every 
salesman must sell himself before he 
can sell anything. This book blueprints 
the way. Over 300,000 copies sold. 
HOW TO SELL QUALITY by J. C. 
ASPLEY. Tested methods to overcome 
price objections and sell a quality prod- 
} uct in a buyers market. Over 500,000 
1 copies sold. 

STEP OUT AND SELL by W. E. 
\\ HOLLER, former sales manager for 


| a short course :) A SHORT COURSE IN SALESMAN- 
IP 





” 


\ uN 
\ aed \Chevrolet. An inspiring book that packs 
\——===—"a real punch. Over 250,000 copies sold. 


Each booklet averages 64 pages, size 
4 x 6”. Practical, down to earth, and 
packing a wealth of help, millions of 
these booklets now used in training by 
some of the largest companies in all 
lines of business. 


DARTNELL 
MANAGEMENT TRAINING AIDS 
4658 Ravenswood Ave. Chicago 40, Ill. 
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Advantages to the Manufacturer 


The greatest advantage of charge ac- 
count financing to the manufacturer 
and wholesaler, of course, is increased 
sales. It isn’t just a matter of the ulti- 
mate consumer buying from the small 
man instead of the large outlet. More 
total goods are actually moved. 

Other advantages accrue, as_ well. 
When a retailer is placed in a position 
where he doesn’t have to carry his re- 
ceivables, he can usually take advan- 
tage of discounting his bills. This helps 
the retailer defray the 5% 
financing through his bank, but it 
also means that the wholesaler, distrib- 


cost ol 


utor, and manufacturer are apt to find 
their receivables reduced. In addition, 
when a merchant doesn’t have to carry 
his own receivables he is in a position 
to carry more inventory which means 
he can offer a wider variety to his cus- 
tomers or carry additional lines. Be- 
cause small outlets can seldom expect 
the large discounts enjoyed by large 





ACCOUNT KO. 


WRITS TOUR HAME HERE 





Identification card carried by customer and 
usable in any participating merchant's store. 
volume merchants, the profit margin 
at all levels is increased. 

One local merchant that I know re- 
cently made an observation that should 
be of particular interest to manufac- 
turers. “‘In the last few years I have 
been hurt by ‘discount house’ com- 
petition more than by the big depart- 
ment stores. I almost dropped my 
line of small appliances because I felt 
I had become nothing more than a 
show room for customers who shopped 
in my store, and then bought for cash 
at 20° off in a discount house down 
the street. Since we tied in with the 
Charge Account Credit Plan, small ap- 
pliance sales have increased sharply. 
It’s not just that customers have more 
confidence in me—although that’s a 
factor. The important thing is that 
they don’t have to pay cash.” m/m 
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*For over forty years, PHOTOSTAT CORPORATION has 
led the way in the manufacture and marketing of 
photographic copying apparatus for every type of 
business use . . . every Federal, State, County and 
Municipal government need. 

The new PHoTosTAT INSTANT Copier will be sold 
and serviced by our field staff from coast to coast and 
in Canada in the same efficient manner and under 
the same conditions as now apply to our larger and 
long established models of photographic copying 
apparatus. 


PHOTOSTAT 
is the registered trade-mark of 
PHOTOSTAT CORPORATION } 


a time-honored name in the photocopying 
field*... announces this new addition 

to its distinguished line of photographic 
copying apparatus, designed to use the 
EASTMAN KODAK CO.’S amazing new 
VERIFAX process... 


Photostat Instant Copier 


_. for use in any office .. .everywhere! 


Here is a small, inexpensive machine which 
will make three or more black-on-white copies 
of practically any original up to 84%” x 14” in 
size in one minute, ready for immediate use! 

It takes up less than two square feet of space 
on desk or table... it can be used under any 
normal office lighting at any time by anyone 
in the office. 


The PHOTOSTAT INSTANT COPIER is de- 
signed to get the very best results from the 
new EASTMAN KODAK COMPANY’S VERIFAX 
process ...a truly revolutionary method of 
making copies of anything typed, printed, 
written or drawn. It is entirely different from, 
and should not be confused with, any previ- 
ously known process. No other office copying 
equipment can equal the versatility and flexi- 
bility obtainable with the combination of the 
new PHOTOSTAT INSTANT COPIER and the 
VERIFAX process. And it is fully guaranteed 
by Photostat Corporation! 





lie 


You will be amply repaid if you get full 
details before purchasing any office 
photo-copying equipment. Write to 


PHOTOSTAT CORPORATION 


301 STATE STREET, ROCHESTER 14, NEW YORK 


— or any service office in our principal cities and in Canada 
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MODEL 66 





Let the Chair 


Fit the Man 








_ 
MODEL 67 





MODEL 68 


In the Harter line there’s a chair that’s right for 
every man in your offices. The executive armchairs 
shown here range from the luxurious Harter 65 

to the budget-priced Model 68. All have the comfort 
of molded foam rubber cushioning. All have four 
easy adjustments to fit them exactly to the 
individual. This is essential because chairs built 





for the “‘average’’ man can give only average 
comfort. Harter chairs can increase the efficiency and 
morale of your offices. And, because of the dura- 
bility of their fine welded steel construction, 

they can do it at an extremely low cost. 


“ae Why 
Write for 16-page booklet, ‘‘Posture Seating Makes “eu, 
Sense.’ We'll send name of your nearest Harter dealer. “the cg j 

Ag, 





HARTER CORPORATION, 506 Prairie St., Sturgis, Michigan 


Hy Al (A) RI E R ae 


sr ruURGis, MICHIGAN 





POSTURE CHAIRS 
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The background of a 


HOW A CONTROLLING STOCKHOLDER USED HIS DIVIDENDS 
FROM ONE FIRM TO FINANCE A "PROTECTED" VENTURE 


by N. R. Caine, C.P.A. 


ee et thie) hhundreds 
of cases which are considered each yea 
by the various tax tribunals outline as 
valuable a pattern for an investment 
and tax savings plan as the Tax Court 
decision which is discussed below. 

The plan enabled its designer to by 
pass the effect of the double tax which 
the tax structure at the present asserts 
against corporate profits. The savings 
that it produced enabled him to ft 
nance a newly acquired enterprise at 
no risk of his capital. 

The practical value of the plan: its 
possible conformation to any investor's 
tax and “new” capital problems de- 
serves the study and consideration of 
every tax practitioner and financial ad- 
visor. Although this case was decided 
several years ago, it is as timely and 
thought-provoking today as it was then. 


Facts in the Case 

This plan was built against the fac- 
tual background which is described in 
the following paragraphs. It should 
initially be noted that it was necessary 
to go beyond the bare recitative facts 
outlined in the Court’s summation to 
construct this complete factual picture. 

An investor acquired control of a 
corporation which had operated con- 
sistently at a loss in prior years. He 
hac great faith in its future, and it may 
be assumed that he was confident that 
it could be developed into a_ highly 
profitable enterprise if its operations 
were supervised by capable manage- 
ment, and sufficient liquid funds were 
made available to it for alterations, re- 
pairs and new facilities. ‘The evidence 
which was submitted to the Court indi- 
cates that he felt that the additional 
working capital requirements of the 
corporation would be satisfied by an an- 
approximately 


nual cash credit of 


$25,000. It may also be inferred from 
the Court’s recitation of the facts that 
this investor did not wish to interest 
outside capital in his new venture; 
neither did he wish to obtain the work- 
ing funds that his new venture required 
through his personal credit or by the 
hypothecation of his other investments. 

This same investor owned a_sub- 
stantial stock equity in another cor- 
poration which yielded him an annual 
income of 


dividend approximately 


$25,000. The Court's opinion does not 
indicate the net dollar value of this 
dividend income to the taxpayer after 
The fi- 
nancial stature of the taxpayer indi- 


the payment of income taxes. 


cates that he was subject to high tax 
rates; it is therefore safe to assume for 
the purposes of this discussion that his 
net cash return from this second in- 
vestment was $7,500 per annum. 


Trend of the Taxpayer's Thoughts 


It is not difficult at this point to im- 
pute the following trends of thought to 
the taxpayer. He must have reasoned 
that the problem of financing the oper- 
ations of his newly acquired enterprise 
would present but little difhculty could 
he but make available to it his $25,000 
annual dividend income (unreduced 
by taxes.) It is equally easy to believe 
that he made the following mental res- 
ervation in his development of this 
thesis: that he must not in any way en- 
danger his practical ownership of a 
stock equity which yields him $25,000 
annually by its investment in, o 
through its commitment to, an enter- 
prise which, despite its profit potentials, 
is nonetheless stamped with speculative 
characteristics. 

These assumptions should not tax 
Neither can 
it he doubted that the facts presented 


the reader’s imagination, 


methods 


remarkable 


above depict a problem which has con- 
fronted many thousands of entrepren- 
eurs and potential investors in the past. 
The method instant tax- 
payer employed to attack and solve it 


which the 


is noteworthy both for its simplicity 
and the use which it made of the great- 
est. tax-savings concession which the 


present law extends to taxpayers. 


Taxpayer's Solution to the Problem 

The taxpayer’s problem may be re- 
Each 
of these described one of the three prin- 


duced to three simple sentences. 


HOW IT WORKED 












$25,000 
DIVIDEND 


INVESTOR 






eam TRUST 


BOND 





- 


INVESTOR 


DIVIDEND 


ag a 
NEW CORPORATION 


INVESTOR 











may 1953 


tax case 


cipal objectives to which he wished to 

shape his solution. 

1. He wished to free a stated amount 
of dividend income from taxes. 

2. He wished to make this dividend in- 
come (unreduced by taxes) avail- 
able to his new venture. 

3. He did not wish either to endanger 
his ownership of, or the continuity 
of, the investment which yielded this 
dividend income. 


His solution to this problem was as 
direct, simple and forcible as the lan- 
guage in which it is described above. 
He transferred his dividend-paying 
stock to his new venture in exchange 
for its trust 
This simple step, unadorned 


fifteen-year collateral 
bonds. 
with the devious and technical com- 
plexities in which this type of transac- 
tion is y cloaked, completely 
achieved all three of the taxpayer's 
stated objectives: it freed his $25,000 
annual dividend income from all but 
$1,950 of its former yearly tax burden 


usually 


of $17,500; it made this income 
$23,000) 
prise; and finally, the step did not de- 
mand of him either that he sacrifice the 
practical ownership of his highly profit- 


(over 


available to his new enter- 


able and valuable stock investment, or 
that he endanger its continuity or iden- 
tity. The practical effect of the stock 
transfer is more completely analyzed in 
the light of these three objectives in the 
following paragraphs. 


Detailed Analysis of the Transaction 


The transfer of the dividend-paying 
stock to the corporation released the 
full benefit of the corporate dividends 
credit to the taxpayer.* ‘The tax-econ- 
omy value of this corporation credit is 
unequalled in the statutes. Its effect is 
to permit a corporation to exclude 85% 


of the dividends that it receives from 


* The Internal Revenue Code _ provides 
that a corporate taxpayer should be al- 
lowed a credit equal to 85%, of the divi- 
dends which it receives from a domestic 
corporation. The specific limitations and 
statutory exceptions to this general rule 
are set forth in Section 26(b) of the Code. 








J} Would you like to provide 


Retirement Income 





welfare of their employees. 


you should. 





for Your Employees?... 


e With no fixed costs to your firm? 
e With dollars you can deduct from gross income? 


e From a fund that can enjoy tax-free increases 
in value—and earn tax-free returns besides? 


e With a plan that usually means more after-tax 
income for your employees when they retire? 


What we’re talking about, of course, is a deferred profit-sharing 
plan for retirement income. The kind of a plan that has proved 
so effective for companies like Jewel Tea, Procter and Gamble, 
Sears Roebuck—and dozens of others. The kind of a plan that 
holds a steadily increasing attraction for hundreds of other com- 
panies trying to make adequate, long-range provision for the 


If you feel that your firm falls in this category, we think you 
should read our new booklet, “Profit Sharing”. 


You'll find a helpful comparison between current and deferred 
plans, plus a discussion of the many cost advantages deferred 
plans can offer. You'll also learn how to qualify a plan and why 


It tells how employees gain—and why, spells out just what a 
profit sharing formula is, discusses in turn each of the major 
policy decisions and legal requirements that must be considered 
before putting any plan into practice. 


Designed as a basic guidebook for any employer, the booklet 
provides sensible suggestions on investing the trust-fund portion 
of the plan and tells just what Merrill Lynch can do to help. 


If you'd like a copy of “Profit Sharing”, just ask. There’s no 
charge, of course. Simply address— 


PENSION FUND DEPARTMENT MT-.29 
MERRILL LYNCH, PIERCE, FENNER & BEANE 


70 Pine Street, New York 5, N. Y. 
Offices in 103 Cities 
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other domestic corporations from. its 


taxable income. In other words, a 


corporation need pay a tax on only 
15°. of its domestic dividend income. 
The value of this credit is highlighted 
if it is stressed that it reduces the cor- 
porate rate of tax on domestic dividend 


** This 7.8%, rate is obtained as follows: 
The present top combined rate of the 
corporate normal and surtax is 52%, 30% 
normal tax and 22% surtax. This 52% 
rate applied to the 15% taxable portion 
of each dividend dollar produces the top 


income to a percentage which cannot 
exceed 7.8%.** The following table 
further stresses the tax advantage of 
this 7.8%, rate. 
tax that would be imposed against the 


It depicts the rates of 


) 


same dividend income were it received 


by a single individual. (nest page, please) 


7.8%, dividend rate. In the event that 
a corporation’s net taxable income is less 
than $25,000, this 7.8%, rate would have 
to be reduced to reflect the lower tax 
rates which are imposed against any such 
corporation. 


17 








ook UN 


Next time you receive a box of bond 
envelopes lift the lid and look for 
the GRIP-QUIK insert. You'll find 
it in every box of bond envelopes 
manufactured by United States En- 
velope Company — 84 brands in all! 


What is GRIP-QUIK? 

GRIP-QUIK is a special U.S.E. 
laboratory-developed seal flap gum 
that really seals bond envelopes. 
You don’t have to take our word for 


_ UNITED STATES 






14 Divisions 









it — try it yourself. The insert tells 
you how to prove in one minute 


that there’s no sealing problem with 


GRIP-QUIK. 


Just look under the lid. Make the 
test. Then you'll know why GRIP- 
QUIK gummed envelopes are the 
quickest-sealing, surest-sealing 
bond envelopes you can buy. &-1a2 


ENVELOPE COMPANY 


SPRINGFIELD 2, MASSACHUSETTS 
from Coast 


to Codst 
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If the individual’s 
annual net taxable Approximate 


income is: rate of tax: 


$ 25,000 45.4%, 
35,000 51.6 
50,000 57.8 

100,000 702 
150,000 76.8 


The value of the transaction auto- 
matically asserts itself if it is weighed 
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against this tax background and_ the 
objectives of the taxpayer. The trans- 
fer of the dividend-paying stock to the 
corporation released the full benefit of 
the corporate dividends credit to the 
taxpaver. The net yield of the stock 
(after taxes) was immediately increased 
by $15,500. The resulting annual yield 
of $23,050 was more than sufficient un- 
der the facts which were presented 
above to satisfy the corporation’s §re- 


quirements for liquid annual working 
capital. [The transfer thus enabled the 
taxpayer to finance his new venture 
through the tax savings which he gar- 
nered from his full and judicious use 


of the corporate dividends. 


Full Protection Given to Investor 

The taxpayer sought to extract more 
than the admittedly important tax ad 
vantage described above from the 
transaction. In fact, it may be doubted 
that he would have entered into it had 
the tax advantage been the only one 
that it vouchsafed to him. He de- 
manded in addition that it extend com 
plete and effective protection to the 
stock investment that he was_ trans- 
ferring to his new venture. He was 
prepared to risk the income; he was 
NOT’ prepared to risk the principal. 
This full protection was written into 
the transaction by the collateral trust 
bonds which his new corporation issued 
for his stock. 

A collateral trust debt has two dis- 
tinguishing characteristics: 

1. It is 


which are segregated from the other 


secured by specific assets 
assets of the debtor. 

2. The creditor can satisfy his de- 
mands against the segregated collat- 
event that the 
debtor is unable to meet its commit- 


eral assets in the 


ments. 

It is clear on this basis that the col- 
lateral trust bonds gave his stock the 
full and effective protection that he 
sought. They gave him the right at 
any time thereafter to retake possession 
of it should his new venture’s opera- 
tions have proven fruitless, 


Certain Further Advantages 

Three additional advantages must be 
mentioned to complete the bundle de- 
scribed above. The interest commit- 
ments assumed by the corporation on 
its issuance of the collateral trust bonds 
will give it an accruable deduction each 
year to which it would not otherwise 
This 


will give it a “bumper” against tax pay- 


be entitled. annual deduction 
ments until such time as its operations 
prove profitable. 

Objection may be made to the plan 
because it demands that the investor 
make an immediate sacrifice of a por- 
tion of his personal income. As _ to 


this, an irrelevant objection in’ any 
case, the rebuttal may be made that the 
emergence of the corporation as a prof- 
itable enterprise would permit the flow 
of interest and salary payments to the 
investor in amounts more than suf- 
ficient to offset his temporary loss of 
income. 

The evidence disclosed a further ad- 
vantage which is not easily discernible 
from a bare reading of the facts thus 
far presented. The value of the transac- 
tion may be questioned on the grounds 
that it forced the taxpayer to sacrifice 
his personal use of the valuable stock 
investment fund that he transferred to 
his new corporation. This probable 
damaging first impression must in great 
part be discarded in the face of the fol- 
lowing edited observation of the Tax 
Court: 

“In addition, the taxpayer, who was 
required to borrow considerable money 
at times, regarded his new  corpora- 
tion’s bearer bonds as a better collat- 
eral and a more convenient form of se- 
curity than his stock. Since the transac- 
tion, the taxpayer has used the bonds 
for this purpose, and at the time of this 
proceeding had the bonds, with the ex- 
ception of $5,000, up as collateral.” 


Tax Court's Observations on Plan 
That the Tax Court was aware both 
of the tax-savings potentialities of the 
plan and the objectives that moved the 
taxpayer to adopt it, is evidenced by 
certain statements in the body of its 
opinion. These statements present so 
apt and concise a summation of the 
plan’s advantages that they are here 
presented in edited form: 
The purpose in transferring the stock 
to the corporation was to secure for 
it the 
would enable it to pay debts, repair 


dividend payments which 
and maintain its properties, and pay 
interest on its mortgage bonds. Since 
the transfer, the corporation has ex- 
pended approximately $200,000 for 
repairs and the construction of new 
buildings and an oil terminal. 

The taxpayer’s purpose in making 
the transfer was that the stock would 
build up his corporation’s income 
and permit it to effect needed im- 
provements and at the same time it 
would reduce his personal income 


taxes. m/m 
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Ingenious stock control report 
eliminates purchase requisition 


$ R. B. Price, Methods Analyst 
Deep Rock Oil Co. 
eye Tulsa, Okla. 


Control 





and management over the 
necessary stores to keep a modern re- 
finery “‘on stream” are absolute require- 
ments. A system was developed to 


make quantity management, actual 
count, perpetual inventory comparison 
and adjustment entirely automatic at 
reorder point, eliminating use of a pur- 
chase requisition. “To accomplish all 
of this without rewriting thousands of 
item descriptions, sizes and numbers, 
our Forms Control Unit designed the 
Recommended Order Schedule, a_ set 
of three parts. 
Stores Clerk, in 


from perpetual cards all items at re- 


ofhce, determines 


order point. He lists: Descriptions, 


eee Seal 


















maximum, minimum, and card inven- 
tory. Because of narrower carbon sheet 
Parts | only the De- 
scription reproduces on Part 2, which 


between ana: 2. 
goes to Storeskeeper in warehouse. Part 
3, complete, is filed for reference of 
clerk. 


mation goes to Assistant Chief Engi- 


Part 1, having all above infor- 


neer. 
Storeskeeper (who does not know 
Card Inventory figure) takes actual 


count, records on Part 2; forwards Part 
2 to Assistant Chief Engineer, who de- 
termines quantity to order by compar- 
ing Card Inventory figure (on Part 1) 
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starters 


with Actual Count (on Part 2), and 
records order quantity on Part 1, send- 
ing both parts forward to Office. 
Office Manager signs Part | as pur- 
chase requisition and forwards it to 
Purchasing. Stores Clerk refers to Part 
2, posts Card Inventory figure onto 
Part 2 (which heretofore has had only 
Actual), compares the figures, deter- 


mines Outages, prices and extends them. 


Wham 
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Incentive plans for clerical 
workers increase production 








According to R. L. Peterson, of the 
Business Management Service of the 
University of Illinois, a production in- 
centive plan will develop employee 
interest in greater productivity. Under 
this method, employees working at a 
regular weekly or monthly salary may 
earn additional compensation for units 
produced beyond the established 
standard. There should be no pressure 
on employees to produce beyond the 
standard which has been set. However, 
for those employees who want to put 
forth the extra effort to produce be- 
yond standard, or who, because of un- 
usual ability and training, can readily 
produce beyond that level, an incentive 
plan may be developed which will 
prove profitable to both minagement 
and employee. 

The plan employed in a major pub- 
lishing firm may be described as an 
example of the way in which an in- 
centive plan may be operated in con- 
junction with a standards program. In 
this particular firm, typists who _pre- 
pared mailing plates received $40 a 
week ($1 an hour), payable monthly. 
The work 
plates per hour. As a spur to produc- 
tivity, a 


standard was set at 120 


wage incentive plan was 
adopted under which employees were 
credited with 8/10 of a cent for each 
plate produced beyond standard. As 
the work standard of 120 plates pei 
hour represented cruising speed — a 
satisfactory, adequate rate of produc- 


tion — most employees found that if 





OW ...a really small, low-cost 
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little larger than 
atypewriter and 
costs little more! 


At today’s salaries, all folding by hand 
isexpensive, as well as inefficient, tedious, 
time-taking. Nobody likes to fold! Ineven 
small offices this new FH Pitney-Bowes 
Folding Machine saves time and money. 

The FH is little larger than a standard 
typewriter, costs but little more! It will 
make two folds in one operation, handle 
various weight papers, in sizes from 844 
by 14 inches, down to 3 by 3! It makes 
eight different basic folds. And it folds 
fast—up to 5,000 pieces per hour! 

Semi-automatic, electrically driven, 
the FH is accurate as well as fast. 


PITNEY-BOWES 


Folding Machines! ! 


Made by Pitney-Bowes, Inc. . . . originators 
of the postage meter... 93 branch offices, 


with service in 199 cities in U.S. and Canada, 


a@lr 
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Folding Machine! 


Easy! Fold a sample sheet as 
you want it, then measure the 
width in inches of each fold on 
the metal rule, then... 





Move indicator knobs on the inch 
scales to set the FH for the wanted 
widths of the first and second 
folds, and it’s ready to go. 


Anybody can learn to use it after only 
a minute’s explanation. 

Light-weight and portable, it can be 
moved easily around office, shop, or 
factory; and takes very little desk space. 

The FH takes only a minute to set up, 
can be used profitably on even small jobs. 
And it quickly pays for itself. 

Call the nearest PB office, % 

f 
i 


or send the coupon for free 
illustrated booklet. waa 










The FULLY AUTOMATIC 
model FM folds up to = 
19,000 sheets an hour. 


PITNEY-BowEs, INC. 
4558 Pacific St., Stamford, Conn, 


Send free booklet on Folding Machine tog 
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Now: 


... Use the 


Most enced 


All Electric Typewriter 
ever built 





All eyes are on this 
exciting, fast-writing, 


UNDERWOOD ALL ELECTRIC! 


Mot Atheantod esien and Style 


more beautiful than ever... 
perfect in every way! 





And it’s More Beautiful 









than ever! 





Most Atheanced Margin Set 


electrically...from the keyboard. 
What a convenience! 


Most Aancod Keyboard 


... scientifically designed 
to minimize 
finger reach! 














Most Athenced Key Tops 


...new... Finger-Flite 
... for comfort, speed, 
and smooth, 

s-m-o-o-t-h touch! 





Most Atheanced & 


Seales and Indicator 
... for instant paper 


Most Aanced 


Functional Keys 
... color-controlled 











... for ease and 
accuracy. 
A big advantage! 


centering, heading 
centering and 
‘arriage positioning. 





Underwood ~W4iecére Typewriter . 


(Circle 149 for more information) 
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a | 
Yes, Underwood leads again! 
Leads in all the basic features that en- 
courage speed, accuracy and ease of typ- 
ing! Leads in bringing you the Most 
Advanced All Electric Typewriter ever 
built! 
Get a demonstration from your local 
Underwood representative .. . and see 
for yourself! 


Underwood Corporation 


Typewriters ... Adding Machines .. . 
Accounting Machines ... Carbon 
Paper ... Ribbons 
One Park Avenue New York 16, N. Y. 
Underwood Limited Toronto 1, Canada 
Sales and Service Everywhere 


Copyright——Underwood Corporation 


ww, 
: *, 














UNDERWOOD 


“oreus™ 


“Congratulations and thanks ... to the 
Secretaries of America. National Secre- 


taries Week ... May 24 to May 30.” 


. . made by the Typewriter Leader of the World 





they wished to put forth additional ef- 
fort they could earn as much as 20 to 
25 cents extra per hour. 

On computing the costs of an incen- 
tive plan such as this, it becomes clean 
that management as well as the workei 
profits. Management receives — addi- 
tional production from employees, at a 
rate no higher than the standard pro- 
duction cost, and employees are given 
the opportunity of earning additional 
compensation. 

Some criticism has been directed to 
the bookkeeping and payroll costs  in- 
curred by production and incentive 
plans. However, it is possible to main- 
tain simple records and avoid disrupt- 
ing the standard payroll procedure. In 
the plan described, the supervisor 
maintained a count of the work pro 
duction of each employee. The ledgei 
accounts were totaled weekly and _ ar- 
rangements were made for the bursar 
to issue separate bonus checks each Fri- 
day to employees meriting them, debit- 
ing a special bonus appropriation 
which had been established. The. is- 
suing of separate bonus checks on a 
weekly basis had the added value of 
giving employees frequent and tangible 
evidence of the worth of extra efforts. 


J FINANCIAL \ teste Cuttin 


Accounts Receivable Loans: 
Pro and con from an expert 








In a definitive article in the Harvard 
Business Review, Mr. Theodore H. 
Silbert, President of one of the old line 
factoring and financing firms, sum- 
marizes the most commonly heard criti- 
cisms of accounts receivable financing 
and their refutations in the following 
manner: 

1) “Jt costs more than interest on a 
bank loan.” The finance company’s 
service fee is for special services which 
the banker is not in a_ position to 
render. Interest is charged only on 
day-to-day net debit balances. Money 
is made available to many concerns 
whose balance sheet entitles them to 
little or no bank credit. 

2) “Easy credit leads to loose man- 
agement and overtrading.” Finance 
companies are careful, not “easy”, in 
their approval of credit risks. They 
seek clients with stable management 
and do not knowingly finance unsound 


methods 


“) finance company takes over Put every finger to work with ees 


control of the business.” The finance 


company neither seeks nor assumes any , 
management control whatever, If mis- 
management develops, the finance com- 


pany may exercise its right to liquidate 


the accounts; that is all. 

1) “Financing recetvables is a con- i 
fession of weakness and impairs a 
chent’s credit: reputation.” Actually, e 


acceptance of the client by the finance 
company is an indication that his credit 
standing has been carefully investigated The whole hand adds faster 


and is sound, and that he is in a than one finger 
stronger position to discount his bills 













ae } 
ays Chat’s the basic reason your operators .. . all 
and increase his sales. The argument : 


: ee ; operators ...need Rhythm-add*, the new adding 
quoted is based on old prejudices which : : 

; ' technique developed by Monroe. Rhythm-add 
are rapidly disappearing. ; : : : 
trains them to work at full capacity ... use the 


whole hand! And in so doing, add faster, more 








a accurately, more productively than ever before! 
J OFFICE \ thought 3 starter, 
: Proved in 250 
How to check registration of Leading Companies! 
spacing on new forms Rhythm-add already has proved itself 
The Procedures Department of the nae pen “ew r ayy pe 
\llis-Chalmers = Manufacturing ~ Cor- a ee ee ae ce 


poration has developed a fast and ac- American companies, Rhythm-add- 








NEW! 
“Touch and Go” Rhythm-add 


Camera shows the smoothness, 
speed and rhythm achieved when 
the whole hand works at full 
capacity ! 


curate method for checking the spacing sien deine ice ons amen 
RS ee aoe speeds by as much as 160%. Many 
ee ee ae eee totaled over 100 items a minute, nearly 
is‘Chalmers handles a large vol- 
. 2 a second! And remember, these were 
ume of forms which are filled out by ; : 
on : ; not hand-picked experts but office 
typewriter. Naturally, the spacing on 2 ; 
the forms is designed to be in registra- workers who had had no special train- 
tion with their typewriters. When it ing before Rhythm-add! Yours can 
heceune snceumey aia & ty supply show the same startling improvement! 


OLD 


of forms, the plates from which they 





were to be printed were examined, so Put Rhythm-add to work “Punch and Plod” Operation 
é ; Time and effort-wasting one finger 
that any required repairs could be at no cost to you! action is jerky, slow .. . tires 
v A . operators, causes needless errors, 

made prior to their reuse. ‘The plates 


; Increase your figure production, slash 
were found to be out of regiscration. . 
eS ; ere : overhead, reduce errors, make your 
Io avoid the possibility of having ar 
, operators more relaxed and efficient. 
their typists waste time on these forms, t : ; . 
nae : Put this amazing new technique to work 
Allis-Chalmers requested their printer 


for vou. To learn how, send for the book- Monroe 410 Adding Machine, 
oO prepare one template copy ot each y is a one of more than 50 models 
ae DY let “All Hands Take to Rhythm-add. 
form from new and carefully checked = : ae, ee ceca dein aiemiian 
: ‘ The coupon is for your convenience. —- a! Se <n 
plates. “These templates are printed 


on a transparent glass base cloth. Monroe Calculating Machine Company 


The templates are filed in the receiv- Publications Dept., Orange, N. J. 


ing area, : ‘hen a shi i 
g area, and when a shipment of forms Please mail free booklet on Monroe Rhythm-add 


‘ 

is received, the appropriate template is | 
superimposed on one of them. If the | cain a Se aie 

spacing deviates from predetermined | 

I 


limits, the shipment is returned to the CALCULATING, ADDING & ACCOUNTING MACHINES 

printer. MONROE CALCULATING MACHINE COMPANY 
For more information on the uses of General Offices, Orange, N. J. 

this glass base cloth, Circle number 101 


On the Reade) Servic e Card. CAI: <. cccanancnecedensshansekanmsenaoanacenaceanelninnr te see eereeee State ° ceecercecons cs sesseeeee 





(Circle 168 for more information) 
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ROTOR-FILE 


.. . and ONLY Rotor-File gives you the proven efficiency and economy of rotary filing 
PLUS these 10 exclusive time-saving, money saving — and space saving — extras! 


Lowest cost per filing inch of any other rotary equipment—Y our initial investment 
$1 $2 $3 $4 $5 $6 ~—is lower with Rotor-File—yet you sacrifice 
FOTOR-FILE - 2.04 nothing in the way of speed and efficiency 
rotary a - 4.20 ] —in fact you get greater speed and more 
efficient operation in spite of the substan- 
ROTARY B - 5.00 a a 
tially lower cost. The chart at left shows 
POTARY C - 5.90 s the results of actual cost tests conducted by 
JROTARY D - 6.00 | 


our engineers on stock equipment. 
You can increase capacity as your needs increase—without increasing floor space 
required. Merely by adding filing tiers, as 


















































\ shown at left, you have a capacity range of 

; A — from 10,000 to more than 59,000 standard 
| ye 4 | 5x3 cards. If your future requirements 
Thay call for more cards, a different Rotor-File 

\ | aes A | stock unit can be installed to house up to 





115,700 cards in the same floor space. 





Rotor-File gives you custom-made equipment at stock prices. Complete versatility 
is your assurance of the right combination 
to fit your specific needs. At left are a few 
of the almost limitless combinations of 
filing systems—many of which are being 
successfully used today. And this flexibility 
allows your system to expand with your 
business, avoiding periodic expenditures. 








Rotor-File places no limitation on card of record sizes. Any size card or record, 
from addressograph plates to legal size 
correspondence folders, ledger books, etc., 
can be housed. There’s no need to transfer 
information to special cards—Rotor-File 
takes the record you're using now. And you 
can adjust Rotor-File to new record sizes 
or combinations of sizes at any time. 





You can house any combination of record sizes in the same unit. At left you see 
a Rotor-File Desk Unit set up to house 
20,000 tabulating cards and more than 
three full drawers of correspondence. This 
feature allows you to file all records needed 
for any given operation—or section of an 
operation—in one place. These records are 
only a comfortable reach away, 

















(Circle 145 for more information) 





The only true desk-file combination for savings in space — savings in time and 
money too, because everything is filed 
where it’s used. Illustrated at left is the 
Double Desk Rotor-File which seats 2 
operators, thereby eliminating 2 desks and 
the filing cabinets that go with them. This 
feature alone does wonders for employee 
morale, because physical labor is cut. 





Rotor-File gives you the unique new rotary filing principle. Cards or records are 
always held in an upright position. There’s 
no danger of cards spilling and equipment 
jamming—and special cards or intricate 
locking systems are not required. This elim- 
inates costly transferring of information— 
all you do with Rotor-File is pick up your 
records and place them in the file. 




















Simplicity of construction eliminates costly maintenance — breakdowns at that 
“crucial moment” are avoided too. Years 
of intensive engineering and testing went 
into Rotor-File, until today it stands alone 
in its field for quiet, smooth, trouble-free 
operation. A fully loaded Rotor-File tier 
rotates with a gentle finger touch, bringing 
work to the seated operator. 








pence | 


“7 


More cards are filed only a comfortable reach away from the seated operator. In 
the illustration at left you see two high 
models behind a double pedestal desk. This 
arrangement places more than half a mil- 
lion tabulating cards only an arms reach 
away from a comfortably seated clerk. Set 
up for correspondence folders the unit at 
left would hold more than 36 drawers. 








Best for standard multiple installations, as in branch operations. [he complete ver- 


satility and flexibility of Rotor-File allows 
eo aa) you to devise a basic system for any given 
operation and then apply it to other de- 
partments, sections or branches regardless 


of their size. This standardization not only 
eo assures better control but cuts costs and 


increases efficiency to a maximum. 








methods 
















FECTIVE T FO ECTIVE 
WAS OR lO 
ESTPORT 9 
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Gentlemen: 
We're interested in finding out more about Rotor-File—please 
send my copy of “Laborless Filing in Half the Time.” There 


will be no obligation on my part, of course. 


[AE ee Le a ieee 





Title eS a rN 








Ee ee 
Address eee ee 
3 _ __Zone State, 
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MACHINE OR HAND- 
WRITTEN RECORDS 


There are low cost Multi- 
Snaps...Lithographed cus- 


when 


your 


tom Snap-a-Parts and a 
host of Stock Forms for your 
buying, selling, manufac- 


profits 


turing and invoicing needs. 


require 


fast, 





accurate 
LOCKED-IN COPY 


CONTROL 
wd e.. 


dt? No more’lost’”’ records with 
a Hano Autographic Reg- 


and 


ister. Sizes and models for 

every need include Port- 

1a ables for on-the-job form 
writing. Hano Forms, too, 

for every standard 
sized register. 


ontrol 


FASTER FORM 
TYPING 


Hano Continuous Carbon 
Interleaved Forms pro- 

vide speed plus the 
accuracy and effi- 
ciency of one-time 
carbons...get max- 
imum use from your 
present stand- 
ard or electric 
typewriters. 


positive 















There’s a Hano Form to help you 
control any record-keeping situation. 
And there’s a Hano Dealer or Hano 
Man near by to help you get control 
quickly. 


PHILIP 








HOLYOKE, MASSACHUSETTS 
(Circle 141 for more information) 


about 


Destroy dead records 


on World War II contracts 


iii By revising the regulation governing 
World Wan 


ministration has improved the chances for contractors 


Il contract records, General Service Ad- 


still holding these records to get rid of nonessential 
and dead files. 


The revision, which amends Regulation No. 11 of 
GSA’s Ofhce of Contract Settlement, was published in 
the Federal Register of March 7, 1953. 


In its new form, the regulation has reduced the 
holding period from five to three years for records on 
contracts which were still in the process of settlement 


on December 31, 1950. 


The amendment has also set up new guide-lines 
to help private industry to distinguish between es- 
sential 


and nonessential papers on war contracts in 


housecleaning their files and records centers. 

In explaining the effect of the revised regulation, J. 
W. Follin, Director, Office of 
commented: 


Contract Settlement, 


“Its primary purpose is to help industry save 
money by eliminating the costs in storage space, 
records equipment, and filing personnel bur- 
dened with the preservation of unnecessary 
pieces of paper. Cleaning out nonessential rec- 
ords will not jeopardize the Government’s basic 
interest. For the first time contractors are in 
a position to distinguish between settled and un- 
settled points in dealing with their contract 
records. In some instances, agreement was 
reached quickly on certain phases of terminated 
contracts while other points were excluded for 
continued negotiation, appeal, or even litiga- 
tion. Under a specific provision of the amended 
regulation, contractors may dispose of their rec- 
ords based upon the time at which each phase 
was settled. No longer is it necessary to hold all 
records on a given contract pending its settle- 
ment in full or pending the end of the retention 
period dated from the time of the complete 
settlement. Another helpful provision is a clari- 
fication of what records are useful insofar as war 
contract settlement is concerned. It points up the 
fact that those which 
reflect the cost data involved in the settlement, 
indicate performance, and justify the settle- 
ment.” 
Mr. Follin pointed out that the shorter retention 
period applies, in the main, to a remnant of the World 
War II contracts which, in total, were the basis of 


300 


essential documents are 


billion dollars worth of procurement. 

















And so am |... and no wonder. He’s tickled 
pink with the work I’ve been turning out on 
the RONEO Duplicator .. . and the beauty 
of it all is that it takes less time and effort 
than before . . . and costs less! 


That’s because my RONEO Duplicator 
is so easy, fast and simple to operate. 
And oh, so clean! No more smudged 
work, messy ink-stained hands or 
time-consuming adjustments for me! 


Take color change, for instance. Usu- 
ally a pretty tricky job... but not 
on my RONEO. | can do it in less than 
a minute and | don’t even have to 
touch the drum. But that’s not all. 
RONEO even thinks for me. When | 
need a certain number of copies | just 
set the dial, press a button and my 
RONEO does the rest. That’s what they 
call the Automatic Counter and Shut-Off. 


Of course, that’s only part of the story. 
With my RONEO Duplicator | can re- 
produce anything —letters, signatures, 
illustrations and even photographs 
(halftones | think they call them). 
That gives my boss the chance to pep 
up all those bulletins, sales sheets 
and catalog pages and other stuff we 
get out. In fact, my boss claims that 
RONEO is the one duplicator that of- 
fers the nearest thing to printing at 
far below average mimeograph costs. 
No wonder he's happier! 













So why not see RONEO in 
action...rightin your / 
own office? Demon- L es <=" 
strations gladly LY a) 
arranged. a 


Send for folder — 
“Mimeographing 
Without 

Stencil Cutting”. 


DDO MACHINE co, INC 





145 WEST 57th STREET, NEW YORK 19, N. Y. CIRCLE 5-6940 


Exclusive U. $. Distributors; Roneo Mimeo Machines 
Addo-X Adding Machines — Mulito Calculators 


(Circle 190 for more information) 
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COMBINED PURCHASE ORDER AND 


RECEIVING REPORT SIMPLIFIES 


PARTIAL SHIPMENT PAPERWORK 


How to control 


the problem of 


partial shipments 





A combination Pur- 
chase Order and Receiving Report, 
which includes the use of a hecto mas- 
ter to provide additional duplicate 
copics when needed, has been adopted 
by Chisholm-Ryder Company, Inc., of 
Niagara Falls, New York, to expedite 
their purchasing procedures. 


How the System Works 

In order to provide for partial ship- 
ments and to make cumulative data 
readily available, the hecto master was 
built into the set. The Purchase Or- 
der-Receiving Record is a_nine-part 
continuous interleaved form with the 
hecto master as part two. Beneath the 
master is a protective slip sheet (Part 
3) that is removed prior to typing by 
means of an ingenious method of forms 
construction. Directly beneath the slip 
sheet is a hecto carbon, placed face up. 
When the Purchase Order is made out 
on the typewriter, the master is ready 
for direct process duplicating of the 
typed matter. 
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Purchase Requisitions are issued and 
forwarded to the Purchasing Depart- 
ment where a Purchase Order is pre- 
pared. These requisitions may be in 
the form of Material Specifications, In- 
ventory Control Stock Record Cards or 
individually written Requisitions. 

The Original Purchase Order (Part 
1) and the Acknowledgment (Part 4) 
are sent to the vendor. The Receiving 
Order Master (Part 2) is sent to Re- 
ceiving to be filed by vendor name un- 
til shipment is received. 

The Purchasing Department Copy 
(Part 5), the Office Memo (Part 6), the 
Planning Department Copy (Part 7), 
the Cost Department Copy (Part 8) 
and the Stock Room Copy (Part 9) are 
distributed as follows: 

When shipments arrive, the Receiv- 
ing Department removes the master, 
places it over a piece of hecto carbon, 
with the carbon face up, and hand rec- 
ords all desired information pertaining 
to the shipment including “balance 
due” on partial shipments. (next page, please) 


Balance due! 


Precise balance is what you expect 



















of a mailing scale, and it’s precisely 
what you get from this PB Model 
S-120. The automatic pendulum 
mechanism provides not only 





lasting accuracy but also fast 

“Sy action—with an indicator whose 
hairline edge registers instantly. Ounce graduations 
on the chart are a full half inch apart, make easy 
reading. The S-120 saves precious minutes, prevents 
wasteful overpayment, eliminates “postage-due”’ 
troubles. There are 5 lb. and 70 Ib. models for 
parcel post, too. Ask the nearest Pitney-Bowes 
office to show you—or write for the free 
illustrated booklet. 

FREE: Handy wall chart of Postal Rates 

for all classes of mail, with parcel 
post map and zone finder. 


= PITNEY-BOWES 
Mailing Scales 
= PITNEY-BOWES, INC. 

~ 4570 Pacific St., Stamford, Conn. 


Originators of the postage meter 
... offices in 93 cities 


(Circle 140 for more information) 
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MAKES ITS =~ 
OWN STAPLES...9000 
Wrritteltnm take) Vil tet 


Slip in a spool of brass wire and press 
the handle 5000 times for 5000 neat, 
rustproof staples. Simple and quick. 
Nothing like it on the market! Made by 
the makers of the famous Bates Num- 
bering Machines. 

SAVES TIME— Serves you up to 50 times @@@®@@@@@688688886 88 ®@ 
longer than any other stapler without The Bates Manufacturing Co., Dept. MM5 
reloading. Makes either permanent or 30 Vesey Street, New York 7, N. Y. 
temporary staples at the flick of a switch. 

Handles up to 16 sheets of 16 lb. paper. Please send me.......... Bates Stapler(s) 
314” throat depth. No waste of staples loaded with 5000-staple refill. En- 
from broken strips. closed is my CheCK.............sscsese Money 
STURDY— Heavy all-steel construction. 
Lustrous gray finish with smart ebony 
black handle. Thick cadmium plating 
protects all operating parts. Made for 
many, many years of service. Hundreds 
of thousands of satisfied users through- 
out the world. : 


MONEY BACK IF NOT SATISFIED WITHIN TEN DAYS 


If your dealer cannot supply you, order direct and 
send dealer's name. 


° 

— 

ra 

@ 

nm 
@eee2ee00e008080 


My Dealer's Name is.........-e+eeeeeees 


@#e2020e2000080 
Zz 
Q 
3 
o 
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The master is then placed in the 
duplicating machine and copies are 
produced for the Purchasing Depart- 
ment, Planning Department, Account- 
ing Department and Stock Room (or 
individual who is to receive the ma- 
terial), where they are attached to re 
spective copies of the Purchase Order. 


When Partial Shipments Arrive 


If the shipment is a partial one, the 
master is replaced in the file for subse- 
quent deliveries. As each delivery is 
made, additional entries are made on 
the master and duplicated copies are 
distributed to the same departments as 
before. They are then attached to 
their respective Purchase Orders and 
the previous Receiving Record is dis- 
carded, since subsequent ones contain 
cumulative information. This method 
eliminates the posting of receiving in- 
formation and accumulation of many 
Receiving Records on one order. 
When the final shipment is received, 
the Receiving Department files the 
master alphabetically by vendor. 

Among the many advantages found 
in the new system are: 

1. The form structure permits continu- 
ous typing operation, dual function, 
clerical speed and automatic hecto 
master production. 

2. There is absolute certainty that 
every Receiving Record is “backed” by 
a Purchase Order, since they are the 
same document. This eliminates issu- 
ing separate Receiving Records and 
rewriting the descriptions. 

3. ‘The same number on the Receiving 
Order and Purchase Order provides 
better control and facilitates matching 
the two. 

4. Additional entries can easily be 
added to the master, without the neces- 
sity of a variable master. 

5. On partial shipments, the progress 
of the Purchase Order is well indicated 
and the cumulative feature on subse- 
quent copies saves valuable clerical 
time and filing space. 

6. On shipments covered by more than 
one Purchase Order, no matching prob- 
lem arises since both masters are proc- 
essed at the same time, eliminating 
“split” Receiving Records. 

7. Outstanding Purchase Orders are 
known at all times by all departments 
involved. m/m 
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A new Burroughs 
to simplify complicated figuring jobs 


Bunought- Wulejole- 
Addling-Subliamor 


Meet just about the most versatile partner any office 
ever had—ready and able to perform a variety of figur- 
ing functions with a high degree of efficiency. 


This new Burroughs has two accumulating registers. It 
can add and subtract, directly, in either or both. It 
accumulates individual group totals and the grand total 
simultaneously, without recapping. 


What’s more, the exclusive Burroughs alternating register 
control enables the machine to store successive amounts 
alternately in the two registers, automatically. And each 


WHEREVER THERE'S BUSINESS THERE’S 


; » 
Burroughs . 


transaction is fully identified by easy-to-read symbols. 


Compact, light, and styled in the modern manner, the 
new Burroughs with Multiple Totals and Direct Sub- 
traction crowns the efforts of five years’ research. Avail- 
able in 10-column and 13-column models, with wide or 
narrow carriage. 


Find out how much it can do to simplify your work. Call 
the Burroughs office near you—listed in the yellow pages 
of your telephone directory. Or write Burroughs Adding 
Machine Company, Detroit 32, Michigan. 





(Circle 184 for more information) 
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AN EXECUTIVE'S FIRST HAND STORY OF READER IMPROVEMENT TRAINING. 


How 


Editor's Note: A few months ago, we 
carried an article (How An Executive Can 
Save 2 Hours A Day) that reported the 
experience of Mutual Life Insurance Com- 
pany with a reading improvement course 
for its employees. The article below de- 
tails a single executive's experience in 
taking such a course ''on his own." 

If you would like to test your own 
reading speed and comprehension, time 
yourself in reading this article. Then, 
when you have read it, take the short 
quiz at the end of the story. 


| had always consid- 
ered myself a fairly fast reader, but 
gradually became conscious of certain 
defects in my reading. 

Because I spent so much time trying 
to keep abreast of the news and to 
keep up-to-date on business, financial 
and governmental data, I decided to 
investigate the benefits to be derived 
from proper reading training by the 
Reading Laboratory. 

My company offered to underwrite 
the ¢xpense involved in taking such a 
course, using me, in effect, as a “guinea 
pig.” They had two thoughts in mind: 
that benefit might accrue to both of 
us through my personal improvement; 
and that they would secure additional 
data on which to base their decision as 
to whether it would be advantageous 
to make such training available to 
others on our management team. 

Here is a modified blow by blow de- 
scription of my personal progress and 
results during the twenty hour course. 

Before starting the course, I was 
given a two hour examination to de- 
termine my fitness. ‘This examination 
is designed to record present reading 
speed of material of varied difficulty 
levels. It measures the degree of com- 
prehension, the ability or capacity to 
learn, the extent of mental quirks, 
and powers of perception. 
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| learned to read faster 


by Charles E. Morris 


Empire Brushes, Inc., Port Chester, New York 


These tests indicated my average 
reading speed to be 360 words per 
minute. My comprehension rate was 
eraded at 75% for the material read in 
these tests (see chart page 28). 

Of particular interest to me was the 
film strip taken during the first test to 
illustrate movement of my eye during 
an actual reading exercise. Faulty eye 
movements, like rereading and long 
stops, causing slow reading, were noted. 

On the basis of all these tests, my 
individual training requirements were 
planned, and an individual course of 
study was devised to meet my needs. 

1 started my first lesson with a 
slight “show me” attitude. I was ac- 
quainted with the concept of “seeing 
in wholes’ — reading by phrase — in- 
stead of reading word-by-word as I had 
learned in second grade. The flash- 
meter was used in this phase of train- 
ing and throughout the majority of my 
lessons. It provided me with the neces- 
sary training in rapid and accurate per- 
ception through the use of slides 
flashed on a screen at various rates of 
speed, from one second to 1/150 second. 

My initial speed was set at 1/25 sec- 
ond. Twenty-five slides with different 
numbers of five to nine digits were 
flashed on the screen, and I had to 
mark them down on a score sheet as I 
saw them. A passing score of 70% or 
more indicates the student’s ability to 
try the slides at a stepped-up pace. 
Two sets of slides at varying rates of 
speed usually complete this portion of 
a session. I scored 100% at a speed of 


1/25, and 96% 


when the speed was in- 
creased to 1/150 of a second. 

This training sharpens skill in per- 
ception. Learning to take in a longer 
number in a shorter time results in the 
taking in of more printed matter and 
decreases the duration of each eye fixa- 





tion. Navy and Air Force personnel are 
trained to recognize and idcntify ships 
and planes in a fraction of a second 
by this training method. 

At iny second lesson I discovered 
another piece of equipment which also 
became a daily part of my training, the 
Reading Accelerator, designed to prod 
you into reading rapidly. 

If you have the habit of pronouncing 
each word to yourself as you read, or 
of looking at words one at a time, you 
soon abandon these bad habits through 
use of this motivator. 

The Reading Accelerator exposes 
one line of type at a pre-determined 
rate of speed as you read a book. The 
machine was set at 550 wpm, a speed 
about 50% higher than my tests indi- 
cated as my normal reading speed. I 
found myself unconsciously speeding 
up in order to beat the curtain, and 
this was a race which I won only tem- 
porarily. Just when I had it licked and 
found myself at the bottom of the page 
several lines ahead of time, the coun- 
selor suggested that I try it at just a 
slightly higher speed. 

Suprisingly, I soon adjusted to the 
new rate, and was ready for more and 
greater speed. 

About this time, I figured that I 
could “beat the game” by merely scan- 
ning the reading matter. However, the 
timed reading exercises, in which mate- 
rial of various levels of difficulty was 
presented, soon changed my mind. I 
found that intricate or highly difficult 
material could not be scanned without 
a major loss of comprehension. 

Even though considerable care had 
gone into the selection of my reading 
material, my progress was not of a 
steadily upward trend. My scores were 
affected by how I felt on certain days. 
When I was wide-awake, energetic and 
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SCRIBE introduces vivid, profes- Pj 
sional quality recording with mag-  ... g¥5 he 
netic tape. Your secretary hears & a) 
every syllable as you said it, avoids \ § 
costly, time-consuming errors. 


effiecreney 


SCRIBE provides one-lever, finger- 

\'2a tip control... snap-on tape ma- 

Fi Cl" gazine... ‘error-free’ dictation 

Mii ...for unmatched simplicity of 
operation. 


CCONOHLY 


One scriBE magazine of tape is 

0 good for years and years of nor- 

£ mal use. Old messages are erased 

as new ones are dictated. No re- 

surfacing, virtually no costly re- 
placements. 


& a 
cersatility 

Vv ¢  ¢ PLILY 
SCRIBE takes your letters and ati. CA 

. iain SN NN 
memos...records phone calls and ‘ - 
conferences... goes on trips with dis “ 
you for time saving dictation en 

| route. 


clip coupon to card or letterhead 


fj SCRIBE CORPORATION Dept. M-5 

2835 N. Kedzie Avenue @ Chicago 18, Ill. 
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SorrTinG UNIT 


SORT PAPERS Alphabetically, Geogra- 
phically, by Incoming Mail, Outgoing 
Mail, Branch Offices, Accounts, etc. 
Use any standard file index—or make 
indexes to suit any special need. 


@ Have you ever analyzed the paper fum- 
bling in your office? Appoint someone fo 
analyze your handling of incoming and 
outgoing mail—papers going to the files. 
You will probably discover that you could 
use this small Evans Sorting Unit to 
advantage. 

@ Enables large mailings to same point to 
be sorted for sending in one envelopo- 
saving postage and envelopes. 


@ Made of all aluminum, units are both 
expandable and collapsible. 


@ Evans SORTING UNIT is $10.00 (File 
Folders not included). 


See Your Dealer or Write: 


EVANS SPECIALTY CO., INC. 
421 N. Munford St., Richmond 20, Va. 
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Today and every 


day records must be saved —~ * 
for your business protection ae 
tomorrow. Over 90,000 leading firms find & 


LIBERTY STORAGE BOXES the best, most 
efficient product for storing inactive ¢ 
records. Check Liberty’s sturdy corrugated 
fibre-board construction, spill-proof, 
dust-proof closures and low cost. 

Sold by leading stationers everywhere. 


CLIP AD TO YOUR LETTERHEAD FOR COMPLETE CATALOG 







BANKERS BOX COMPANY 


Our Business Since 1918 
Chicago 5, Ill. 


Record Retention 
720 S. Dearborn Street . 
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Free reading in current fiction, light non-fiction. 


Long articles, average difficulty, popular style. 


The Reading Laboratory 


INDIVIDUAL PROGRESS PROFILE RECORD 
Education College Grad Occupation Executive Level 


Age 3 Sex 


W. P. M. PROGRESS PROFILE 


A B & 
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Factual material, quite difficult, text book style. 


Factual material, average difficulty, popular style. 
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This chart shows Mr. Morris’ progress at every stage of his training. His reading speed and percentage of comprehension are listed in columns 
3 & 4. The W.P.M. Profile graphically indicates his rete, and the level of difficulty of the reading material, keyed according to legend. 


ambitious, or when one subject was of 
keen interest to me, naturally, I scored 
better. 

After a rate was recorded for each 
timed reading exercise, I was given a 
test to indicate comprehension. 

Starting with the fourth lesson, a 
progressive chart was maintained with 
the various levels of test material rep- 


resented thereon by different colors of 
ink (see chart above). As long as the 
general trend was upward, my improve- 
ment in reading was obvious. 

My comprehension scores as well as 
my reading speed were graphed, pre- 
senting a picture which soon evoked a 
great deal of personal interest. 

At this stage my maximum reading 


speed was 506 words per minute with 
adequate comprehension clearly indi- 
cating favorable progress. 

The comparison between the speed 
attained and the degree of comprehen- 
sion Clearly flags faults and enables the 
instructor varies the training accord- 

With lessons five and six, variations 
in the use of the reading accelerator 


methods 








were introduced. “Free Reading” pe- 
riods of ten or fifteen minutes were 
given without using the accelerator. I 
read the same material as I had read 
on the machine. I was not able to drive 
myself as fast as the accelerator drove 
me, but soon found I was able to in- 
crease my rate of “free reading.” 

During subsequent lessons, all the 
previously mentioned methods were 
utilized in my training in varying de- 
grees as dictated by my_ individual 
progress chart. 

Soon, my progress chart showed an 
increase in understanding and a read- 
ing speed of 630. A definite rhythm 
was forming in my reading: I no longet 
read word-by-word, but rather, phrase- 
by-phrase. Eye strain became noticeably 
less, and words seemed to be rushing 
past rapidly and easily. 

Along with the mechanical means ol 
training, I was reacquainted with the 
needs of vocabulary building, sentence 
and paragraph structure, and_ the 
highly important ability to adapt my 
reading speed to the type of matter be- 
ing read, 

Toward the end of the course, I 
was given flashmeter tests which sub- 
stituted phrases of various lengths for 
the previously used digits. This was 
even more effective than reading 
phrase-by-phrase without the machine. 

At the completion of the course | 
had attained a reading speed of 794 
wpm, representing an approximate 
120°) increase. Although this was not 
the maximum rate attainable, it cer- 


tainly represented considerable prog- 


ress, A great deal of my_ personal 
reading can now be read in half the 
time it formerly took me. The time I 


save enables me to read more of the 
material I formerly could not find time 
to read. 

I am looking forward to testing in 
the future the claim that having once 
acquired proper reading habits, my 
speed will continue to increase with 
practice. In six months, I shall again 
take the series of tests to see if that 
utopian goal of 1000 wpm might be a 
reality! Whatever the future benefits 
may be, my company is more than 
satisfied that my reading training pays 
for itself day in and day out. m/m 


To find your W.P.M. rate and test your 
comprehension, see the next column. 
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Test your reading skill 
(See article page 27) 

There are 1318 words in the body of 
this article. Divide this figure by your read- 
ing time to find your W.P.M. rate. 

fo check your reading comprehension, 
select the one best answer that will com- 


plete each of the following statements. 


1. Mr. Morris was given a series of tests to 
measure certain factors in relation to his 
reading skills. These included: 

a. Measurement of capacity to learn. 

b. Measurement of educational level. 


c. Measurement of general vocabulary level. 


2. His reading was above the national av- 
erage when he began his training. His 
average speed was: 

a. 250 w.p.m.—300 w.p.m. 

b. 300 w.p.m.—350 w.p.m. 


c. 350 W.p.m.— 100 W.p.m. 


3. The Flashmeter was used: 

a. with mixed numbers and_ phrases. 

b. with numbers only. 

c. first with numbers, then with phrases. 

/. His “free reading” periods consisted of: 

a. ten or fifteen minutes of reading any 
material that interested him. 

b. reading light fiction in order to provide 
some mental relaxation during class. 

c. ten or fifteen minutes of reading the 


same material used on the accelerator. 


st 


The reading accelerator was set: 

a. always at a speed much faster than he 
could comfortably read. 

b. always at a leisurely reading speed. 

c. slightly increased as he adjusted to each 
new increase in speed. 

6. Mr. Morris’ progress was measured by: 

a. steady improvement on the accelerator. 

b. periodic reading exercises to find his 
speed and comprehension. 

c. periodic speed and vocabulary tests. 

7. The type of training he recetved was: 

a. on an individualized basis, with a pro- 


eram based on his test results. 


on an individualized basis, with class- 

room discussion of techniques for more 

efhcient reading. 

c. on a group basis, where progress was 
stimulated by classroom competition. 

8. At the end of his training his progress 
Was: 

a. a gain of approximately 50°, with pros- 
pect for further improvement. 

b. stabilized at an approximate 100°, gain. 

c. a gain of approximately 100°, with pros 

pect for further improvement. 
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You Never Lose Your Place 
with Cadsior to Use.” 
SoundScriber’ 


DICTATING EQUIPMENT 





Finding your place after scanning is as simple 

as using a bookmark with SoundScriber’s exclusive independ- 

ent listening and recording — helps reduce operating motions by 50%, too. 

Listen as far back as you wish with your playback arm. You can’t lose 

your place because your recording arm stays put... you resume dictating 

wherever you left off. Or for short review, you hear your last few words 

right from your ‘mike’, without touching the machine. For your secretary, 

on-the-dise “Television Indexing” does away with pesky paper strips forever. 

Learn what this versatile, all-purpose dictating system can do for you. 
Mail coupon today! 


Only SoundScriber Offers You: 








1. Automatic On-the-Disc Indexing. 
2. Two Arm Flexibility. 

3. Mail-Chute Size Discs. 

4. Lightest All-Purpose Machine. 


SoundScriber Corp., Dept. MM-5 
New Haven 4, Conn. 





Send sample disc and literature. 





only dictation disc 
useable on long playing 
phonographs. 


SEND TODAY 


(Circle 156 for more information) 
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THIS MONTH'S EXPERT 





J. Gordon Carr, AIA 


Mr. Carr is head of the New 
York architectural firm that 
bears his name. An extremely 
versatile man, he has designed 
and supervised projects rang- 
ing from factories, to airports, 
to offices. 

In addition to training re- 
ceived at M. I. T., he has a de- 
gree from Harvard’s Graduate 
School of Business Administra- 
tion. 

The following article dis- 
cusses the problem of the busi- 
ness cramped for space but de- 
sirous of staying in its present 
quarters if possible. A subse- 
quent article will deal with the 
business that decides to move. 
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So your lease is going 


BEFORE YOU BEGIN TO LOOK FOR NEW SPACE SEE WHAT YOU CAN DO WITH THE OLD 


Cs At one «time oor an- 
other, almost every business finds itself 
confronted with the problem of wheth- 
er or not to renew its lease. In recent 
years, the choice hasn’t been easy. As 

office paper work has increased, white- 

More 


desks, more machines, and more gen- 


collar workers have been added. 


eral activity in the ofhce have com- 
pounded the space problem. 

When a lease comes up for review, 
management must weigh the choice of 
moving to larger quarters or completely 
remodeling the present space. Assum- 
ing new space is available—and_ this 
isn’t always the case—a careful exam- 
ination of short and long termed costs 
is essential. No general formula can 
be used. 

With this in mind, I would like to 
discuss below how one firm resolved 
their equation by “sitting tight” thanks 
to better utilization of their quarters. 


A Case History 


Management of the John W. Gal- 
breath Company in Columbus, Ohio, 
contacted us some time ago to help 
them straighten out their moderniza- 
tion problem. It was their belief that 
we could help them in negotiations 
with their landlord since our objective 
position as architects would encompass 
the needs of lessee and leasor. Because 
they were in the real estate business 
themselves, they understood the need 
for impartial recommendations for the 
remodeling, should an agreement be ef- 
fected with the landlord. 

The firm occupied an entire floor in 
a typical office building which was 
owned by the first floor tenant, a bank. 
The Galbreath layout (see “Before” 
cut) was primarily a series of offices, 
railroad style, with many entrances off 
a public corridor. 

Our first step was to analyze the com- 


pany’s operations from the trafhe stand- 
point, considering the salesmen, clients, 
executives, and employees. We studied 
who did what in each department, com- 
pared the relationship of one area to 
another, determined where various op- 
erations could best be performed. 

Galbreath management told us their 
objective: a warm, friendly atmosphere 
in a Work Center befitting a medium- 
sized firm with 50 employees, in an of- 
fice constantly visited by brokers and 
clients and the public. 


Do Away With the Corridor 


Study indicated that the company’s 
space would be totally inadequate un- 
less we could recapture the square 
footage wasted in the public corridor. 
Like similar “halls” in buildings of this 
type, the space could not be used for 
any productive purpose in the Gal- 
breath 
was no reason for a vast area of poten- 


operations. Moreover, there 
tially usefu. space to be blocked off 
with thick walls hiding cold-looking 
private offices. Of course, such a cor- 
ridor is usually necessary if several firms 
inhabit a floor. But in this case, the 
corridor was not only superfluous, but 
impractical from the point of view of 
efficiency. 

When elimination of the corridor 
was presented to the landlords, they 
objected. They argued that when the 
lease ran out, they might want to rent 
We ex- 
plained that if this contingency ever 


the space to several tenants. 


arose, the landlord probably wouldn't 
want to go back to such antiquated 
conditions anyway as it would be a 
deterrent to any prospective tenants 
unless improvements were made. 
Parenthetically, this problem of get- 
ting the landlord’s permission to make 
permanent changes is a perennial one. 
Speaking for myself, since my clients 


include landlords as well as tenants, | 
can understand the fear—however un- 
warranted—that changes will jeopar- 
dize income. It should be remembered 
that when a tenant contemplates ex- 
tensive changes, he is generally willing 
to take a lease of substantial duration. 
Thus, the landlord is insured that the 
move is profitable and, further, that he 
is actually improving his building. Per- 
mission is usually granted. 

Galbreath’s landlords finally agreed 
to the change. 


Open Layout Permits Expansion 
Each unit within an office organiza- 
tion has its own function to perform, 
and we underscored this in planning 
Once the cor- 
“After” 


cut), areas were designed to be elastic 


the Galbreath project. 
ridor was eliminated, (see 
enough to meet the firm’s requirements 
today and in the future. Thus, we 
stressed the potential for expansion in 
arranging our layout of each depart- 
ment. 

In some areas, movable wall parti- 
tions of glass were installed to separate 
departments, eliminating visual distrac- 
tion and providing the privacy required 
for each section. If privacy was not 
necessary in any location, we empha- 
sized free flow. In all cases, depart- 
ments and individuals in constant con- 
tact with one another were located 
close to one another to cut down foot 
work. 


The Lighting Problem 

Since the power source in the build- 
ing was direct current, it would have 
been necessary to install a new service 
for alternating current if fluorescent 
lighting were to be used. This high 
cost was avoided by utilizing recess in- 
candescent fixtures which achieved the 
same desirable effect as fluorescents. In 
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ELEVATOR LOBBY 






« BEFORE: A typical "railroad" corridor arrangement 


wasted valuable space badly needed to 


provide working area, speed work flow. 
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The most impressive furniture 
you can place in your 
office is the new 
METROPOLITAN Group, 
by Imperial. Outstanding 
design and flawless 
craftsmanship make this 
the ultimate in luxurious 
office furniture. 
Consult your Imperial desk 
dealer about 
the new METROPOLITAN group. 


Or write us for particulars. 


Lm pesial 
DESKMARK OF QUALITY 


Imperial Desk Company, Evansville 7, Ind. 


(Circle 172 for more information) 
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Office output takes a nose-dive as soon as the first hot, steamy 
summer day arrives. Workers lose interest, fatigue sets in, accu- 
racy sags before the day’s half done. Open windows and fans stir 
up dust and dirt, create annoying paper-swirling drafts. 




















Compact 3, 5 and 74%-ton 
capacity self-contained units. Use 
in multiples to cool larger areas. 
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Keep Summer Production always at Highest Level with 


Frigidaire Air 


| 
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Conditioning 











AFTER FRIGIDAIRE 


The cool, dry comfort of Frigidaire Air Conditioning keeps 
workers fresh and alert. It makes your office a good place to work, 
reduces absenteeism, builds morale and health. Windows stay 
closed to eliminate drafts, dust and disturbing noise. 


Here’s the end of summer slowdown to put 


office output on a 12 months’ basis 


Think of ‘what the cool comfort of 
Frigidaire Air Conditioning will mean 
in keeping your employees alert, effi- 
cient, content in their jobs. Think of 
what it can mean to the health of your 
working force, especially older people 
and hay fever or asthma sufferers. The 
giant cleanable-type filter removes dust, 
dirt, and pollen from the air. This 
means less house cleaning, less wear and 
tear on drapes and furnishings. Windows 
stay closed...no more worries about 
screens or sudden showers. 

Frigidaire provides all this and more 
with its many exclusive features that 
assure the finest in real hot-weather 
comfort. Exclusive 4-way cool air dis- 
tribution, at no extra cost, assures per- 


Frigidaire 


fect circulation for your office without 
special grilles and ducts. Exclusive Mul- 
tipath cooling units give yuu efficient, 
reserve cooling and dehumidifying 
power for hottest, muggiest days. 

Beautifully styled to add to the ap- 
pearance of your office. Compact to 
use less floor and wall space. Powered 
by quiet, dependable XD Meter-Miser 
compressor, warranted for 5 years. In- 
creased output of your employees may 
cover the easy monthly payments you 
can arrange with your Frigidaire 
Dealer. Look for his name in the Yellow 
Pages of your phone book and call him 
today for a FREE SURVEY. Or write 
Frigidaire, Dayton 1, Ohio. In Canada, 
Toronto 13, Ontario. 


Air Conditioning 


Built and backed by General Motors 


The most complete line of air conditioning ané 
refrigeration products in the industrv- 


(Circle 178 for more information) 








The ladies’ restroom and lounge is in line with 
modern management thinking. A hot-plate and 
refrigerator are compactly placed, and screened 
from the rest of the area with a partial partition, 


the executive offices, we installed softet 
illumination levels than in the larger 
clerical areas. Wall lights for pictures 
and as supplementary illumination fon 
various departments, balanced — the 
lighting scheme. 

Ceilings were lowered to hide a com- 
plicated beam situation. This action, 
at the same time, permitted us to treat 
the ceilings acoustically and provide a 
smooth, attractive surface. In the bay, 
where business machines were used, the 
walls received similar acoustical treat- 
ment to cut the noise level. 


Community-Service Areas 

In the former Galbreath layout, the 
restrooms were small and inadequate. 
We combined these to make a large 
restroom and lounge for the women, 
providing it with a refrigerator, hot- 
plate, and “homelike” atmosphere. 
This concession to morale is in line 
with the realistic attitude of most man- 
agement today on the matter of work 
breaks and coflee hours. 

A conference room was also provided 
for client meetings as well as internal 
group sessions. Unfortunately, — pro- 


TA 





Wood paneling is used where traffic is heaviest 
and the walls are subject to abuses. Warm and 
homelike, they are a simple, low cost mainte- 
nance problem. 


methods 





The accounting department has a4 full height 
closet with fireproof doors where records can be 
wheeled for safeguarding. Note acoustical treat- 
ment of accounting machine bay in rear. 


vision for such rooms are frequently 
overlooked in many business offices. 
When the use of such space can be 
justified—and most firms can justify it 
with an eye to the many uses to which 
it can be applied—it is desirable. 


Where to Place the "Bosses" 

As can be seen in the layout, some of 
the executives were located as close to 
Mr. Galbreath’s office as possible, while 
others had to be close to public access 
or to their own specific departments. 
The. words, “as possible,” are used ad- 
visably. As you can understand, these 
men and their counterparts in any or- 
ganization must be available for meet- 
ings with the chief. On the other hand, 
since they usually have individual de- 
partments, they must be placed where 
they can readily supervise their own 
subordinates. There is no simple 
formula for this problem. Each situa- 
tion must be resolved according to its 
own circumstances—based on the needs 
of the organization, and tempered to 
the physical problems of the layout. 

Mr. Galbreath’s own office was de- 
signed to reflect his personality. There 
is no reason why an executive’s office 
should not be to him what his home 
is to his wife. A man spends most of 
his waking hours in his office. The 
need for personal comfort should not 
be minimized. The cold monastic cell, 
painted a landlord tan, is a hangover 
of the roll-top desk period. In most 
cases, a warmer decor is no more ex- 
pensive and often more efficient. Un- 
embarrassed by the prospect of com- 
fort, Mr. Galbreath, who happens to be 
a sports enthusiast, has used trophies 
and pictures to create a pleasant work 
station for himself. fiieet bane. 2 
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tices 


@ The real efficiency of an office layout 
depends upon how adaptable it is to changes 
in need. A layout subdivided by immovable, 
masonry-type walls becomes frozen space, 
loses its efficiency as soon as space require- 
ments change. 


Mills Movable Walls give you Space Control, 
enable you to adapt your layout to changing 
requirements, quickly, easily and at very low 
cost, whenever the need occurs. Complete changes 
can be accomplished in a matter of hours, over 
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night or during a week end without interrupting 
normal routine. 


Efficiently mobile, Mills Walls are also distine- 
tively modern and dignified, permanent in 
function and structural stability, require no 
maintenance except occasional washing to keep 
them looking new and attractive. 


The new Mills Catalog No. 53 is a ae 
practical, 48-page work book on Space | a wri 
Control. Fully illustrated with typical Jip ) l| 
installations, it contains complete de- Pm FS i 
scriptions, detail drawings and speci- z i 
fications. Write for your copy today. ~~ 7 te 7 








(Circle 169 for more. intormaticn) 
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Copy Any Size Office Form 
in Seconds with COAYAZEXY 


Copy anything typed, printed, written or drawn on ordinary translucent paper 
with this desk-side Model 14 COPYFLEX. Get error-free, ready-to-use, black- 
on-white diazotype copies of any office form — big accounting worksheet or 
small memo. You can also copy opaque originals, using exclusive Bruning 
Reflex Film. Copyflex works on standard 115-volt a-c power line; requires no 
exhausts, dark rooms, messy inks or stencils. Five-minute instruction makes 
anyone an Operator. Average copying costs — including all charges — total 
less than 2¢ per sq. ft. 


COPYFLEX Recovers “Lost” Discounts, Speeds 
Vital Reports for Leading Department Stores 


Duplicating and checking invoices for furniture and appliances 
bought by a big East Coast department store* took so long that the store 
was losing money; it was failing to make payments within the allow- 
able 10-day discount period. Now Bruning Copyflex “engineered 
paperwork” has reduced these “discount losses” by 90% . A Copyflex 
duplicates 98 percent of invoices received, turning out as many as | ,000 
copies a day. Cost — including all charges — 2¢ per invoice. 

Another department store* saves 
time and money by using Copyflex for 
daily flash sales reports, profit state- 


own efficiency program. Send coupon 
today for the full story on Copyflex — 
the modern way to speed office 


ments, open-to-buy reports and other paperwork. 
urgently needed figures. Top manage- *Name on request. 
ment receives reports within the hour. 
Everywhere companies large and es 
small are slashing copying costs by en- citation aiid wack mes 1 
gineering their paperwork with Bruning 700 M iidauyy=hgomgagll 
a . ‘a : ontrose Avenue’ Chicago 41, IIlinors 
Copyflex. Now is the time to start your | 
| ( Send me free booklet on COPYFLEX 14. | 
r ] Show me how I can use COPYFLEX in | 
tthihipa|”- ej i'l 
‘ | Nceme Title | 
Today’s Paperwork Engineered | | 
with Jet-Age Speed Fn YES ORE EEO RO Coe a) ee | 
| Street | 
| City Shaded Zone ... State | 
& oe oe oe Offices in Principal Citiese axe a= == JJ 8 


(Circle 185 for more information) 
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Mr. Galbreath's secretary's office has files re- 
cessed into the wall. Some face the private office 
side, some the secretary. Storage shelves are 
built in above the files. 


This lack of inhibition is reflected 
throughout the clerical areas as well. 
Color conditioning to create a function- 
intro- 


al, friendly climate has been 


duced. In addition, wood paneling is 
used where walls receive harder wear 


than usual. 


What About the "Mess"? 


In deciding whether to move or re- 
model, a break in current operations 
One alter- 
native can not be said to be worse than 


must always be considered. 


the other in this respect. Today, thanks 
to such modern developments as dry 
construction and movable wall parti- 
tions, a lot of the dirt and dust is elim- 
inated. In modernizing, of course, it’s 
wise to select a time during your off- 
season when work volume is_ least 
heavy. With the aid of your architect, 
reconstruction can often be done on an 
area basis with minimum disruption. 
Whether you move or remodel, you're 
certainly going to feel some strain. But 
the long term advantages outweigh the 
inconveniences. m/m 





want more 
information 


about keyed editorial and 
advertising material in this issue? 


Circle the key number, or key 
numbers, on the Reader Serv- 
ice Card and fill in your name, 


address, etc. Postage is paid. 
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Pneumatic tube system speeds 
bank drive-in service 


Functionally designed drive-in facili- 
ties at the First National Bank & ‘Trust 
Company of Bridgeport, Conn., have 
practically eliminated customer park- 


ing problems. Three island booths, 


_— 
= 





Mth itis 


with drive-in teller windows, were in- 
stalled adjacent to the bank. 

A pneumatic tube dispatching system 
connects these with all departments of 


the bank. The customer gives his 


book and deposit to the teller through 





the special two-way safety window, and 
receives the returned book with the en- 
try. Savings and checking deposits can 
be made, checks cashed, payrolls picked 
up or loan payments made. Customers 
cut their banking time in half. 

Fach booth communicates by four 
tube lines to the major departments: 
savings, bookkeeping, real estate, and 
the adjacent departments of time pay 
and discount. According to bank execu- 
tives, most customers have expressed 
their appreciation for this service, and 
its popularity grows daily. 
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New organization chart 
permits quick economical changes 
An interchangeable organization chart 
consisting of a laminated panel, grooved 
horizontally, and covered with black, green 
or maroon felt, is ideal for preparing or- 
ganization breakdowns. Letters, vertical 
and horizontal lines, and card holders are 


APEX MACHINE COMPANY 


MANUFAC TURING 





die-cut from sheet plastic and are mov- 
able, removable and reusable. Entire sec- 
tions may be moved from one line of au- 
thority to another, or removed entirely, 
in a minimum of time. Designed prin- 
cipally for organization charting, it is 
also useful as a training aid. 

Cards may be typed on any standard 
typewriter, or hand lettered. The entire 
chart or any section of it may be photo- 
graphed and sharp prints made by any 
printing process or by photostat or blue- 
print method. ‘Twenty-one standard sizes 
are available. 

For free literature and prizes, Circle 
number 107 on the Reader Service Card. 
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New low cost, all-purpose 
descriptive bookkeeping machine 

A new descriptive accounting machine 
to sell for only slightly more than $1,000, 
has recently been announced. According 
to the manufacturer, who also makes a 
machine in the $4,000 to $5,000 bracket, 
the new equipment will accomplish almost 
everything expensive units can produce. 

More than merely a poster, it will pro- 
duce, simultaneously or — individually, 
Sales and Income Analyses, Vendors’ Ac- 
counts Payable with Purchase and Ex- 
pense Analyses, and Payroll with Cost 


may 1953 







e ‘ 4 wi J ae » a a Fe one 
NEW LITERATURE AND PRODUCTS IN THE EDITOR'S MAIL 


##} 





Records and Minimum Labor Analyses. 
It is designed for small or large businesses. 
A simplified keyboard makes it possible 
for any typist to become a bookkeeper with 
a minimum of instruction. The company 
claims no more than one-half hour in- 
struction is required before a typist can 
begin turning out a fair day’s work. 
Equipped with five registers, the ma- 
chine will produce multiple records with 
mechanical proof for every entry, instantly- 
computed account balances, and automat- 





ically accumulated accounting control 


figures. All computations are made step- 
by-step within the registers. 

For free descriptive literature detailing 
applications, Circle number 116 on the 
Reader Service Card. 


New photocopier makes three or 
more prints on ordinary paper 


A new office machine for the rapid pro- 
duction of multiple copies of letter-size 
papers, has just been announced by a 
major photographic manufacturer. 

This unit is a unique invention in that 
three or even more copies, costing less 
than five cents apiece, can be made from 
a single matrix sheet. These copies are 
same-size, black-on-white duplicates of the 
original material and are immediately 
ready for use. 

With the new printer, one photo-exact 
copy can be obtained in about 50 seconds, 
and three copies in 60 seconds. Copies are 
long-lasting, have good legibility, and can 
be referred to, written on, mailed, or filed 
as desired. 

Copies can be produced in any office 











Materials Handling 
and the Telescriber 


From raw materials to finished product, the flow of 
materials affects the speed of work-in-process. As in any 
control function, information is the parent of action. 
However, information is valueless if it is not where it is 
needed at the time it is needed. A basic requirement 





then, is proper communication. 


Telescriber communication is handwritten—electri- 
cally transmitted—simultaneously received in multiple 
locations. Telescriber communication eliminates the 
need for carbons and hand delivered orders. Each outly- 
ing station automatically receives an individual copy as- 
suring clear, legible, indelible messages which can be put 
on ‘Instan-Forms' designed to fit your needs. 


Telescriber communication integrates your material 
handling operations allowing rigid administrative con- 
trol and effecting cost and inventory reduction. 


For details of the application of TelAutograph stand- 
ard telescribers and TelAutograph ‘Instan-Form’ tele- 
scribers in materials handling operations write to Dept. 


G-35. 


Tel Autograph® corporation 


16 West 61st Street, New York 23, N. Y. 




















VISIT OUR EXHIBIT 
AT THE 

porn MATERIALS HANDLING 
le." EXPOSITION 
( TelAdtograph * BOOTH 1028 

Seryic® 

= Yu _ * 

*Trede Mark — SS pSCAN0 SOM 








(Circle 151 for more information) 
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Imagine keeping track of 190,803 brothers! 


That was the problem facing the Order 
of United Commercial Travelers of 
America, Columbus, Ohio, a fraternal 
Insurance organization providing death 
and accident benefits to its members. 
And, brother, what a preblem! 

Things were already getting out of 
hand when U.C.T., then 68,000 strong, 
called in McBee back in 1937. Since 
then its membership has nearly tripled, 
but McBee Keysort Master cards, one 
for each fraternal member, keep every- 
thing under control. 

U.C.T.’s Keysort cards are pre- 
coded with holes punched along all 
four edges. Certain holes are notched. 
This permits the cards desired to drop 
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out of the stack of undesired cards for 
any sorting purpose. When the infor- 
mation on the cards is completed, sort- 
ing becomes a very simple matter. 

There are 604 Councils, several with 
as many as 2,500 brother members. 
The Master card of every member is 
always immediately available in the 
Council file drawer for recording ad- 
dress changes, tabulating data or look- 
ing up a variety of personal informa- 
tion when an accident or death is 
reported. 

Because the original record is used 
for every record-keeping purpose, 
there is no need for copying and re- 
copying, no chance for errors. 


(Circle 170 for more information) 


The notches in the cards form a fur- 
row in the card file which provides 
instant visual check of filing accuracy. 

No other system could provide 
U.C.T. — or, for that matter, any firm 
or organization — with management 
controls at the low cost achieved by 
modern, flexible McBee Keysort. 

Leading executives in almost every 
kind of business you can name are us- 
ing McBee methods to save time, 
money, work and worry. That’s why 
McBee sales today are ten times what 
they were a few short years ago. 

There’s a trained McBee representa- 
tive near you. Ask him to tell you how 
McBee can help you. Or write us. 


THE Mc BEE 
COMPANY 


Sole Manufacturer of Keysort— 
The Marginally Punched Card 
295 Madison Ave., New York 17. 


Se 
Offices in principal cities. 
The McBee Company, Limited, 
11 Bermondsey Road, Toronto 13 








under ordinary illumination. The only 
service connection is a 110 V_ outlet. 
Copies can be made from practically any 
typed, written, drawn, or printed original 
through the 814 x II inch size, including 
books and magazines and other pages 
printed on both sides. ‘They may be pro- 
duced by anyone with only a few minutes 
instruction on how to operate the printer. 
Copies from the matrix can be made on 
many regular papers or blank office forms 





instead of special paper. A number of 


commercial office papers have been tested 
in this connection and found to be quite 
satisfactory. 

The printer is designed especially for 
office use. It is about the size of a type- 
writer and is made of two-tone, high- 
strength plastic with an attractive finish. 
In offices where the process has been field- 
tested, it has been found that the method 
greatly reduces the amount of copying 
normally done by hand or typewriter. 
Further time savings accrue by the elimin- 
ation of copy-reading and checking nor- 
mally associated with hand copying. In 
many instances, it was found that the 
method permitted companies to decen- 
tralize much of their present photo-copy- 
ing work and lighten the load on already 
over-taxed reproduction departments. 

For free literature and prices, Circle 
number 105 on the Reader Service Card. 
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Copyholder now equipped with 
adjustable eye guide 


The manufacturer of a well known copy- 
holder has recently developed an adjust- 
able paper support and eye guide which, 
when contracted, measures a little over 11 
inches in width, and when extended, 
measures 20 inches. Thus the same eye 
guide will accommodate everything from 
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LOOKING 


OSCAR... YOU 
/o*, T SEF MY 
PAYCHECK 
4, THROUGH THIS 


“OUTLOOK” 
ENVELOPE! 


PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of Ad- 


dressing, also chances for Grrors. 


Paycheck “Outlook” Envelopes are abso- 


lutely opaque; essential 





when wages are paid by 
check. Nothing shows but 


IRITE TODAY! 









the employee’s name. This 
improves personnel rela- 


tions. 


Send for Samples 
and Prices Today 


(Cirele 166 for more information) 





WITH YOUR BEST 
BUSINESS FRIENDS WHO USE 


SHREDMASTER 


... the safe, 
silent, clean 
paper-shredding 
machine 








They’ll tell you that it cuts 
obsolete confidential 
records, waste, etc., into 
unreadable shreds, valu- 
able packing material. 


VJ WITH... 


Chase Bag Co... 
Fox Knapp Mfg. Co. New York City 
Furst-McNess Co. rie Freeport, Ill. 
Kelling Nut Co. aap ee kisi on Chicago, lll. 





New York City 


Kohler Co....... Saree eo soe a 
Ss. W. Portland nen a Los Angeles, Calif. 


Smith, Kline & French, Inc............. .. .Phila., Pa. 
Shelton, Conn. 
Richmond, Va. 

Tyler, Texas 

. Washington, D. C. 


Sponge Rubber Products Co......... 
PRNGEOr BIGB.. occ ccc ccncccsecss 
Tyler Pipe & Foundry Co.. 

Woodward & Lothrop. . 


ddd witn us. _ 


write for Circular #5 


THE SHREDMASTER CORPORATION 
Division of Self Winding Clock Company 
199 Willoughby Ave., Brooklyn 5, New York 


(Circle 157 for more information) 
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a machine tape to a sheet measuring 20 
inches. Its adjustable feature eliminates 
the need for extra attachments and is now 


standard equipment, at no additional cost, 





on the company’s regular units. It may 
also be obtained for installation on older 
models. 

A lucite line magnifier is available to 
fit the new adjustable mechanism. ‘The 
magnifier provides easier and more restful 
reading for the typist, particularly when 
working with small or fuzzy type. 

For more information and prices, Circle 
number 109 on the Reader Service Card. 


STS 


Payroll and Distribution machine 
has an automatic tax computor 


A new payroll and distribution machine 
which automatically indicates Withholding 
Tax, Social Security, Local Taxes or other 
variable deductions based on a percentage 
of Gross Earnings, is now available. As 
many as 28 totals for payroll writing and 
50 totals for labor distribution are avail- 
able on this latest piece of payroll equip- 





ment. The machine also has an automatic 
control which prevents overdeduction of 
FICA when an employee's earnings for the 
year to date reach $3,600. 

Pay check or pay envelope, pay state- 
ment, employee's earnings record, payroll 
journal, and check register are all created 





Reduce Clerical Turnover ! 


Save Yourself Money A 
with ROL-DEX* by Watson! 


established 1887 





ROL-DEX installation in the office of Service Pipe Line Company, Tulsa, Oklahoma 


Satisfied Operators 
Stay on the Job! 


Clerks do more work with ROL-DEX by Watson than 
when using ordinary filing equipment but are not as tired 
at the end of the day. Records roll to the seated opera- 
tor; there is NO WALKING, STOOPING OR SQUAT- 
TING! ROL-DEX makes the filing job attractive, gives 
the clerk a desk job. As a result, ROL-DEX operators 
stay. Investigate ROL-DEX now! 





*Pat. and Pats. Pending 


' 

: WATSON MANUFACTURING CO., Inc 
See ROL-DEX at the ‘ Rol-Dex Division, Dept. M-6 

' 

; Jamestown, New York 
1ASA Convention— ; Please send me information about ROL-DEX rolling units. 

: COMMON: oc.0 vida wanes sbenntcesudene sahene ek wals S05 6% 
June I, 2 and 3 : CROND bos sac cwhndosn ened us neneuse Title wcvcccecces 

: ; SOrOGd occcccvvcccsccvedvcenccouss TORO occcccsccse 

Palmer House, Chicago ' 

1) Sn Sfate .ccsccceee 


Watson also builds a complete line of filing cabinets 
and courthouse, bank and hospital equipment. 


(Circle 144 for more information) 
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LET CORRECT SEATING POSTURE GIVE 
YOU INCREASED OFFICE PRODUCTION 





Art Metal Equipment Boosts Workers’ Production 


Starts Repaying Its Cost 


Banish typist fatigue — get improved 
morale, increased production. That’s 
what latest research shows you can do 
with correct office seating. One single 
additional unit of production a day re- 
pays your investment the first year 
plus a profit — repeats profit each year 
thereafter for a business lifetime. 
Comfort Seating “Ups’’ Production 


Seat yourself and your employees in 
Art Metal Aluminum Posture Chairs. 
Feel the unequalled seating comfort 
working or relaxing. Comfort that eli- 
minates costly production sags, that 
produces more for you in less time 
with less errors. And remember that 
Art Metal Chairs besides paying for 
themselves quickly, yield annual sav- 


“Tilt-Action’’ Seat — Maintains same 
body angle at all times, Feet remain 
on floor, pressure behind knees is 
eliminated. Saddle seat of posture 
models is most comfortable and helps 
retain natural body contours, 





“Live-Action” Back — Automatically provides full 
support in any position. Back construction pivots in 
special mountings, follows inclination of spine. 





From Moment of Use 


ings in the form of trouble-free main- 
tenance. 
The Finest Chair Construction 

Art Metal Chairs are handsomely 
styled, durably made of welded tubu- 
Jar construction, Foam Latex uphol- 
stery. And they're all backed by more 
than 60 years’ experience in manufac- 
turing the very best in metal office 
equipment. 

Write for FREE Booklets 
Discover how vital correct seating is 
to office efficiency. Write today for 
free pamphlet “Correct Sitting Pos- 
ture” and/or the complete Art Metal 
chair catalog. Or call your nearest Art 
Metal Dealer. Art Metal Construc- 
tion Company, Jamestown, N. Y. 


| 


Wy 
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THERE’S AN Art To 


BETTER SEATING 








(Circle 189 for more information) 


in a single operation. Gross and net pay 
are automatically computed by the ma- 
chine, and up-to-date balances for earn- 
FICA, and any 
deduction are 


ings, withholding — tax, 
other one figured and 
printed by machine on = each employe’s 
Earnings Record. The depression of a 


single key causes instant, simultaneous 
printing of all five records, all of which 
appear in original print; no carbon is 
used. 

For more information and prices, Circle 


number 103 on the Reader Service Card. 


—— 


Portable photocopy camera copies 
over 700 pieces an hour 

\ new, dual purpose, mobile camera 
makes a permanent record of up to 720 
documents or cards per hour on a continu- 
ous roll of photocopy paper. The new 


equipment photographs one side of let- 





ters and documents (814” x 11” up to 
814” x 14”) and both sides of file cards 
(5” x 8”), together with a 1” x 8” identifi- 
cation strip. The entire cycle of operation 
is only five seconds. It is mounted on a 
rubber-tire truck with 50 feet of cable so 
that it is easily transported, an advan- 
tage when copying valuable material right 
at the files. 

Since the camera is daylight loading, 
the exposed paper can be removed in 
daylight and the paper transported to 
the darkroom for processing. It is not 
necessary to expose the entire roll before 
processing the paper already exposed. It 





THEY DON'T COME 
READY MADE 


BUT we can train ‘em 


Right in Your Office 











Call us and we'll come a'running with 
our In-Training Program 


Custom built to fit your needs, the 
course is given right in your office 
using your files to illustrate points. 
Train everyone who handles files— 
central file clerks, secretaries, book- 
keepers, general clerks. Discover 
hidden talent, reduce turnover. _ 

One executive said—‘The training 
course saved the day”. 


Write today for Record Trends #2. . 
“They Don’t Come Ready Made”. 


RECORD CONTROLS, INC. 


209 So. LaSalle St., Chicago 4, Illinois 


Room 805, 516 Fifth Ave., New York 18, N. Y. 
(Circle 160 for more information) 








HAVE YOU HEARD ABOUT . . . HAVE YOU SEEN 


CONVOY “Chem-Board’”* 


RIGID, PERMANENT, INEXPENSIVE 
record storage 


FILES 


Chem Board = storage 
Files are permanent. 
They cost and weigh 
about 50% less than 
steel; cost less than 
some corrugated paper 
files. They're shipped 
assembled, ready for 
use. 

















*CHEM-BOARD is the 
product of Convoy’'s 
chemical impregnating 
process that makes 
corrugated board 
flint hard, rock strong. 


CONVOY 


also makes a Ye 
complete line aa 
of Tote Boxes, 
used by fam- 
ous names in 
all types of 
industry. 


WRITE FOR COMPLETE INFORMATION 


CONVOY, INC. 


P.O. Station B, Box 216-M 
Canton 6, Ohio 


(Circle 182 for more information) 
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The ‘“WIRE-LESS’” INTERCOM 
for Home and Office Use 


VOCATRON 


U. S. & Foreign Patents Pending 


JUST PLUG IN... * 


TALK OR LISTEN 


You can move VOCATRON from 
place to place as simply as a light 
lunch box... plug it into any standard 
105-120 volt AC or DC outlet and 
talk through your lighting circuits. 
Can even be used between separate 
buildings served by the same trans- 
former. Needs no extra wiring or 
installation of any kind—weighs only 
3% Ibs., and uses less electricity than 
an ordinary light bulb. 

You'll find VOCATRON amazingly 
versatile. Keep in constant touch with 
your entire establishment, as though 
you were in several places at once. 
Saves time, steps, cuts costs. Fixed 
transmit position makes VOCATRON 
ideal “baby sitter’ or sick room 
“nurse.’’ See VOCATRON, today, at 
your local radio, appliance, office 
supply, or department store. Or return 
coupon below for descriptive folder. 


Designers and Manufacturers 
of electronic communication 
equipment and Bristol * ‘Circle 
B’’ synchronous timing motors 
—Old Saybrook, Conn. 
Research and Development 
Laboratory— Waldoboro, Me. 


VOCALINE COMPANY OF AMERICA, INC. 


information about VOCATRON. 


STUB oc cok cccctectcnioveeeecseccesesecooeiceve 


CITY & ZONE... ccccccccccccccccccccecesccens 








STATE... cccccececccececcs } 
(Circle 146 for more information) 
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371 Vocaline Building, Old Saybrook, Conn. 


Please send, without obligation, additional 





may be cut at any point without appre- 
ciable loss of paper. A paper advance 
mechanism can be set for either 11” or 
14” documents, so that in copying the 
shorter originals, no sensitive paper is 
wasted. 

Originally designed for the insurance 
field, the equipment has broad applica- 
tion wherever a volume of photocopying 
must be done rapidly and economically. 

For more information and prices, Circle 
number 114 on the Reader Service Card. 
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Collating device permits use 
of various sized papers 


A new device which permits the collat- 
ing of various sized papers into sets, 
has been announced. The new technique 
employs adjustable trays which are de- 
signed to operate with one of the better 
known collators. The trays allow the col- 





lating of papers from 3” x 8” to 9” x 24”. 
According to the manufacturer, a col- 


lator with the new device permits one 
girl to assemble 2 to 16 papers into sets 
in less time than it takes five girls to do 
the same job with the old-fashioned hand 
method. The adjustable trays are easy to 
install and quickly adjust to various 
widths and sizes. They can be regulated to 
collate papers and cards of varying sizes 
in the same operation. 

For more information and prices, Circle 
number 112 on the Reader Service Card. 
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New electric dehumidifier 
registers relative humidity 

A new development in moisture contro] 
has been announced which indicates at a 
glance when an_ electric dehumidifier 
should go into action to prevent moisture 
damage. Standard on all dehumidifiers 
produced by its manufacturer, it registers 
the relative humidity, thus protecting the 
user from moisture damage that frequently 
occurs, unnoticed and uncontrolled. It 
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Wherever paper work requires more than one 
legible copy, a Colitho Business System can be 
used to speed the operation, eliminate transcrip- 
tion errors, and cut clerical costs. Colitho paper 
offset duplicating plates, plain or pre-printed, 
can be incorporated in single, multiple part, flat 
pack or roll forms. Colitho Business Systems 
provide for variables and blackouts, deletions 
or additions. Partial information can be added 


at any time. All business paper work lends itself 


to simplification through a Colitho System.* 


Regardless of the kind of business you are in, 
Colitho Systems offer time and money savings 
in purchasing, manufacturing, distributing, sell- 
ing, billing and accounting. For more informa- 
tion, mail the coupon attached to your business 
letterhead. 

*Where spirit duplicating equipment is used the 


same results can be obtained with a Columbia 
Ready-Master System. 


Colitho Division 
COLUMBIA RIBBON & CARBON Mra. Co., Inc. 


SPEEDS 
ORDER 
PROCEDURE 
FOR 
KROEHLER 
MFG. CO. 


e Orders written on a 
Colitho plate 


e Plate mailed to factory 


e No transcriptions—no 
copying errors at fac- 
tory 


e Copies run off for pro- 
duction, shipping, in- 
voicing, accounting 


e Costly order typing 
pool eliminated 


e Time saved—costs 
slashed 


OFFSET DUPLICATING 











PLATES AND SUPPLIES—— 


Colitho Division, COLUMBIA RIBBON & CARBON Mba. Co., Inc. 


115 Herb Hill Rd., Glen Cove, New York 


Please send information about Colitho and Ready-Master Business Systems. 

































Our duplicating equipment is: Offset (J Spirit 
Name 
Company 
Address. 
City Zone State 
(Circle 183 for more information) 
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STATISTIOAL TABLE ACTING COMPANY 





eee J 


of STATISTICAL’S | 
SCHEDULE 


Write for Your Copy 
1953 VACATION 


Right now is the time to check up on 
replacement office help you'll need this 
summer when your regular personnel is 
vacationing. STATISTICAL’S handy Vacation 
Schedule Form can give you an accurate 
picture of your requirements so you can 
prepare in advance against possible help 


ages, STATISTICAL can supply experienced 
stenographers, typists, comptometer opera- 
tors, key punch operators, and other office 
help—by the day, week, or as long as 
needed. No hiring or training. No O.A.B. 
deductions, taxes, etc. to worry about. 


shortages. Just phone the office nearest you for 
To avoid your free Vacation Schedule Forms and de- 
- these short- tails on our temporary personnel service. 
lor 9® roel 
J 


STATISTICAL 
TABULATING COMPANY 


Established 1933 + Michael R. Notaro, President 
NEW YORK 


89 Broad Street 
W Hitehall 3-8383 


= 7 ; ) C 


CHICAGO 
53 W. Jackson Bled. 
H Arrison 7-2700 


ST. LOUIS 
411 No. Tenth St. 
CHestnut 5284 


NEWARK 
Natitonal-Newark Bldg. 
M Arket 3-7636 
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also saves electricity by indicating when 
moisture has been eliminated and the unit 


can be turned off. 


The unit will remove from two to three 


gallons of water (17 to 25 pounds) from 


the room air in 24 hours, depending on 












Le Febure 
VERTICAL SORTERS 


SAVE TIME. .REDUCE COST 


« 


FASTER SORTING... 
in perfect order 
with less handling! 


Alphabetical, 
numerical, 

geographical 
or any other 
special indexing 
LeFebure vertical sorters are tailored to fit EACH job. Saves space, saves time, easy to learn, 
easy to operate and economically priced. Let a LeFebure trained representative study your 


sorting job and offer a sound, workable solution to your sorting problem. No obligation of course, 
just outline your problem when writing us. 


FOR FURTHER INFORMATION—WRITE FOR FOLDER 808 
CORPORATION 


fe ~@ CEDAR RAPIDS, IOWA 


Most complete sorting line available. Easy rolling stands also available 
Wr 


: 





(Circle 171 for more information) 
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conditions of temperature and humidity. 
Ideal for business use, it will stop drip- 
ping pipes, protect books and papers and 
photographic equipment, and prevent rust- 
ing of machinery. 

For more information and prices, Circle 
number 110 on the Reader Service Card. 
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Electric-powered punch for 
preparing plastic bound material 


Organizations that produce catalogs, 
price lists, sales presentations and othe 
literature in volume, generally need a faster 
method of preparing sheets of all kinds and 


sizes for plastic binding than a manual 


punch provides. “To meet this need, a new 


electric-powered punch has recently been 
marketed, 


Three types of punches are now avail 


able: a hand powered table model to 


handle 4,000 sheets per hour, a foot pow- 
ered punch to handle 10,000 sheets pet 
hour and the new electric powered punch 


to handle 20,000 sheets per hour. The 


cost and weight of the new model is said 
to be considerably less than that of equip- 
ment previously needed for punching 20,- 
000 sheets per hour. 





According to the manufacturer, the ma- 





RECORD UPON RECORD 
PROVES 





@ Here are just a few of the case histories 
of successful Scriptomatic installations: 
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Other caserecords may apply more closely 
to your problems. Write or phone us 
today... It might start you toward sub- 
stantial savings for years to come. 





SCRIPTOMATIC, INC. 





300-316 N. 11TH STREET, PHILA. 7, PA. 
(Circle 143 for more information) 
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chine requires no special tools for set up, 
no special wiring, no special operator 
training. To set the sheets in the proper 
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position, the operator adjusts the back and 
side guides by hand. The operator, with 
out tools, in a matter of seconds, can vary 
the number and location of the holes to 
be punched. 

For free literature and prices, Circle 
number 102 on the Reader Service Card. 
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Secretarial desk features 
new typewriter platform 

Now, with no tugging or yanking, secre- 
taries may easily raise and lower the type- 
writer platform from a_ sitting position. 
This is possible because of the new scien- 
tific arc swing mechanism which brings 
the typewriter platform into typing posi- 
tion by a gentle pull forward from the 





=" 
pedestal. When fully extended, the mech- 


anism raises the platform upward in an 
arc swing and into position. Concealed 
latches on the back of the platform snap 
over engaging studs concealed within the 
pedastal on each side to hold the plat- 
form rigidly in typing position and _pre- 
vent it from being accidentally lowered. 

To lower the platform, the secretary 


simply presses on the release bar located 


may 1953 








Exposed 


Photocopies in SECONDS! 





with revolutionary, new 


SINGLE-UNIT TRANSCOPY DUPLEX 


CHECK ALL THESE BENEFITS 
FOUND ONLY IN 
TRANSCOPY DUPLEX 

¢ Single Unit 


¢ Economical 


No Installation Charge 
¢ Use Anywhere 

e Compact — Sturdy 

e Any Length Copy 

e Clean 

¢ Versatile 

¢ No Darkroom 

¢ No Running Water 


¢ No Drying Time 


Positive Prints 


Fastest Method 
e Simple to Operate 
e 100% Accurate 


© Two Models 


GET ALL THE ANSWERS 


IN ZHEE FOLDER 





Remington Rand has done it again. Now a single-unit machine is 
available for the Transcopy method of photocopying...the brand- 
new Transcopy Duplex. This space-saving, time-saving, work- 
saving development gives you, in seconds, positive ready-to-use 
photocopies of any record, written, printed or drawn—up to 1412” 
wide and of any length. 


HERE’S HOW TRANSCOPY DUPLEX WORKS 

Insert the document to be copied, with a sheet of Transcopy 
negative paper, in the front slot of the unit. Electrically driven 
belts carry the sheets thru the unit exposing the print and ejecting 
both sheets thru the second slot. Return the original to normal use 
and insert the exposed negative sheet with a sheet of positive 
Transcopy paper in the third, for development. Again, electrically 
driven rollers pull the sheets thru the developer and eject the 
sheets from the rear slot. Wait just a few seconds for printing to 
take place, separate the sheets and you have a perfect, ready-to- 
use positive print — black printing on white background. 


° F7. f ROOM 1927, 315 FOURTH AVE. 
eer NEW YORK 10, NEW YORK 


7 Gentlemen: I am most interested in finding out how I can use 
l the Transcopy photocopying method in a single machine. Please 
l send me, without obligation, free folder P-344 explaining in l 
detail the operation of Transcopy Duplex. l 
| Name POSITION | 
' FIRM | 

ADDRESS | 
{ cITY ZONE STATE | 
<u dais ‘sniemn mice tet seis ‘tinh Avmemh sind sual ial eae Taal Geiet ilied eum Eo ze 
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end for Free Oxford Filing Supply Company, Inc 
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Now—Instant 


; sath F: 2 
a | dria as Se gil SE gr ‘ 
victor Controla-Chart  Robougonc heen 


This unique time-saving charting device gives you 
instant visual reference and pinpoint control of sales, 
production, traffic and other business operations. 
Controla-Chart’s efficiency begins with its white 
enameled, 30" x 15” slotted panel. The panels may 
be used singly or may be bolted together to form 
“tailor-made” charts of any size and pattern to suit 
most control requirements. Lettered, numbered and 
plain colored flexible celluloid indicators are quickly 
snapped into position, while cordlines and spring- 
lines are used for a positive and accurate means of 
creating bar and line charts—it’s simple and effective. 


See this low-cost graphic charting system today— 
available only at your Victor Dealer’s! 


VIC TOR) 
—— 
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Visual Control 
of any operation... a 


THE VICTOR SAFE & EQUIPMENT CO., INC. 


North Tonawanda 


on the top of the platform. This re- 
leases the latches, thus permitting the plat- 
form to be gently lowered in an arc swing. 
The platform and typewriter can then be 
pushed back into the pedestal. 

The 


generous clearance for the typewriter car- 


new arc swing mechanism allows 
riage so that the platform may be raised 
or lowered without centering the typewriter 
carriage. 

For more information, Circle number 117 
on the Reader Service Card. 


Rotary cutting trim-board 
is safe for office use 
A revolutionary new type of trim-board 


has been announced which is safe and easy 





to use. It features a self-sharpening rotat- 


ing wheel blade which is enclosed in a 


PORN AL 


Reduce Absenteeism 
—keep employees’ wraps dry 
aired, and in press 


With Office Valet 


wardrobe equip- 
ment employees 
do not face 


weather in damp 
clothing that has 
been crumpled in 
lockers, do not 
eat soggy lunches 
soaked by wet 
hats or mittens. 
The 4-foot 3-U 
rack, illustrated, 
accommodates 12 
employees with 
spaced coat hang- 
ers, individual hat spaces, umbrella 
racks and overshoes shelf. Other units 
with or without lock boxes, in sizes 
and capacities for every office, store, 
warehouse, factory or institutional need. 








Write for Bulletin OV-22 


VOGEL-PETERSON CO. 


1121 West 37th St. * Chicago, Ill. - 
(Circle 142 for more information) 
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protective cast aluminum carriage. The 
solid I- 


forms, 


mechanism travels on a 
track 


invoices, ledger sheets, etc. 


entire 
Beam and trims stationery, 
without effort. 
Because of the new cutting principle, it 
cannot pinch or cut fingers. 

The board is available in a variety of 
sizes. 

For prices and more information, Circle 
number 113 on the Reader Service Card. 
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Personnel control simplified 
with In-and-Out register 


The problem of knowing whether per- 
sonnel are in or out of the office or build- 


ing can be effectively and permanently 


solved through the use of a new attrac- 


tively designed register. These registers 


are usually installed at the switchboard, 


and are double faced, so they may be 


operated from either side. One model of 


the register has a single red plastic indi- 


cator for each person. This indicator 
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shows that he is “in,” or, if out and return- 


ing, his expected time of return. Another 
model has one red and two blue indicators 
for each person. The two additional blue 
bracket floor time 


indicators scheduled 


for salesmen. 

Sizes range from 6 to 40 names per unit. 
Optional timing is from 8 a.m. to 6 p.m., 
or 8 a.m. to 9 p.m. The units are avail- 
able in either walnut or blonde hardwood 
frames. 

For more information and prices, Circle 
number 111 on the Reader Service Card. 


methods 








urn- 
the: 

iwors 
blue 


time 


init. 
.m., 
vall- 


ood 


ircle 


' 
’ 
' 
A 
a 
1 
' 
a 
' 
a 
' 
i 
' 
y 
' 
' 
' 
' 
' 
t 
) 
’ 
a 
4 
' 
i 
' 
' 
' 
' 
’ 
' 
t 
J 
' 
' 
' 
1 
t 
' 
' 
3 
' 
' 
' 
t 
a 
a 
a 


PLEASE ENTER MY SUBSCRIPTION TO 
Management METHODS 


[1] $5.00. Payment enclosed [7] Bill me [] Bill my company 
PLEASE PRINT MAY, 1983 
oe 
Title 
Company__ 
Address ___ 
City = 
No. Employees in Firm 


Make checks payable to Management Magazines, Inc. 





SUBSCRIPTION 


ORDER FORM 





one year 


$600 


on 


FIRST CLASS 
| PERMIT No. 61639 
(Sec. 34.9, P. L. & R.) 


NEW YORK, N.Y. 


PUSINESS REPL 


No Postage Stamp Necessary if Ma 


3c.-POSTAGE WILL BE PAID BY— 


MANAGEMENT MAGAZINES, INC. 
141 East 44 Street 
NEW YORK 17, NEW YORK 
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Should a man take a business worry home with him? 


Probably not. 


soonest you 
then by all means 
tonight, 

Think 


would be in if, 


what a 


your 


gone. 


But 


can think about thzs one, 


if tonight’s the 


think about it hard, 


fix 


in your easy chair. 


your 


ventory and tax records. 


tomorrow 


morning, 


company 


all 


accounts receivable records were 
All your accounts payable, 


in- 


And don’t content yourself with the 


thought that nothing could happen to 


them. That theyre in the office safe. 
That the building is fireproof. That, 
anyhow, you have fire insurance. 

IF IT’S MOSLER . . . IT’S SAFE 


HAMILTON, OHIO 


that u 


(Cirele 


thet. j 
thstood 


167 f« 
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more 


At the risk of jolting your composure, 
that somewhere 
f 100 firms that lose 


remind 
read that 43 out o 


yourself you 


their records in a fire never reopen. 
It’s true. 
And remind yourself, too, that a 


fireproof building simply walls-in and 
intensifies a fire that starts in an office. 
And that a the Under- 
writers’ Laboratories, label on the 


without 
Inc. 


safe 


inside or outside of the door simply acts 
incinerator once 


350° F. 


as an temperatures 


get above 
about 


And jog your memory, too, 
S . 
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Free 
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NAMI 
FIRM NAME 


ADDRE 


cIry 


Illustrated catalog 


Mosler 
fire risk in 30 seconds 


the clause in your insurance policy 
which that to collect fully, you 
must “furnish proof of loss within 60 
virtually impossible with 


Says 


days” 
records in ashes. 

The risk is too great—don’t take it. 
Find out how little it costs to stop 
gambling the future of your business. 
Find out how little it costs to provide 
the world’s best protection against fire 
for your records—a Mosler “‘A” Label 
Record Safe. 

Consult classified telephone directory for name of the Mosler dealer 


in your city, or mail the coupon now for free informative material. 


eeeeoveveeeeeveeveeeeeveeeveeeeeeeeeeeeee ee & 


MMS, 


FIRE The Mosler Safe Company e De Pp "t 
DANGERat 320 Fifth Ave., New York 1, N. ¥ 
ome Please send me (check one or both 


g, describing the new series of Mosler Record 


Fire ““DANGERater,”” which will indicate my 


POSITION 


ZONE STATE 
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Now you can have 
metal office chairs 
which are 


warm to your touch 
thanks to 


STURLON, 


an extraordinary new finish ! 


Almost as warm and pleasant as your 
skin—that’s the way a metal chair feels - 








when it’s finished in STURLON. This extra- § STURLON is sprayed on and infra-red 

ordinary new finish (Sturgis is the only baked to a thickness about four times that 

maker of office chairs with the rights to of other finishes. This means that the 

use it) adds the final touch of comfort to STURLON finish will endure and continue ee 
the functionally ideal steel office chair. to protect the metal indefinitely. 
The remarkable “‘warmth”’ characteristic “eee 

of STURLON is but one of several revolu- And that isn’t all— a 
tionary qualities. STURLON is unbelievably STURLON is non-conductive—makes a 
resistant to wear normally resulting from steel chairs static-proof. % 
scuffing and repeated bangings of chair STURLON is non-corrosive—is unaffected aa 
against chair. Independent laboratory tests by moisture, salt air, humidity and 


show its resistance to abrasion to be 10 


t : temperature changes. 
to 20 times greater than that of other finishes. 


e Sturgis STURLON-finished chairs, both 
executive and stenographic, are now being 
shown by your Sturgis dealer in three popu- 
lar colors: metallic gray, green and walnut. 









ry POSTMASTER: If undeliverable for any name 
hY posTURE CHAIRS gor See tae 


THE STURGIS POSTURE CHAIR COMPANY + STURGIS, MICHIGAN 
For complete information and the name of your nearest dealer 
Write to The Sturgis Posture Chair Company, General Sales Office, 154 East Erie Street, Chicago 11, Illinois 
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